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U.S. Department of Justice 


Washington, D.C. 20530 


MEMORANDUM FOR DEPARTMEf 'OINTEES 



FROM: Mari Barr Santangelo 


Deputy Assistant AttomeyyGeryraT' 7 
for Human Resources atfd A/mini strati 


SUJBECT: 


Human Resources Briefing Guide—Transition 2008-2009 


Welcome to the Department of Justice (DOJ), the only large Cabinet agency rated in the top five 
Best Places to Work in Government in 2007! Strategically managing the Department’s human 
capital is one of our most important tasks. We developed this Human Resources Transition 
Guide to assist you in understanding the importance of the Department’s human capital-related 
information, and in navigating DOJ’s organizational structure, workforce statistics, employment 
systems, appointment authorities, and ethics policy. In addition, the Guide includes several 
appendices pertaining to pay. Presidential appointments, the Senior Executive Service, attorney 
and competitive service hiring, and delegations. 

DOJ’s primary mission to enforce the law and to defend the interests of the United States and its 
citizens in accordance with the law is carried out by over 106,000 talented and diverse men and 
women. Working in 40 separate Components and in Offices throughout the United States and 
overseas, these individuals are on the front lines of our Nation’s efforts to: fight the war on 
terrorism, protect our neighborhoods from illegal guns and drugs, ensure public safety, and to 
prosecute those guilty of unlawful behavior. Their commitment and hard work ensure that DOJ 
can meet its important and ever-changing responsibilities. 

With numerous mission-related challenges to address, the DOJ Attorney General, 

Departmentwide senior leaders and managers, and frontline employees rely heavily on the 
leadership of the DOJ Chief Human Capital Officer (CHCO) and DOJ Human Capital 
Community to provide policies and programs that strengthen skill sets, develop careers, and help 
balance employee work and family responsibilities. 

Understanding the importance of their responsibilities, the DOJ Human Capital Community 

w o rks diligently to create a tr anspare n t connectio n between human capi ta l effo rts and mi ssi o n - . 

related priorities and responsibilities. This is in part achieved through the 2007-2012 DOJ 
Human Capital Strategic Plan, which is located at http://www.usdoj.gov/jmd/ps/missionfirst.pdf. 
The collaborative efforts of the DOJ Human Capital Community continue to translate into 
greater awareness of DOJ HR, active support and involvement from DOJ senior leaders and 
employees, and a strong commitment to drive continuous improvement through effective 
strategic planning, and maintain our focus on “mission-first”. 
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U.S, Department of Justice 



MEMORANDUM FOR DEPARTMPJ-" HDiNTEES 



FROM: Mari Barr Saatangdo 


Deputy Assistant A Horn cv/jc war / f 

for Human Resources a/d A/fminisU'tttim 
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Human Resources Briefing Guide-.Transition 2608-2009 


Welcome to the Department of Justice (DOJ), the only large Cabinet agency rated in the top five 
Best Places to Work in Government in 20071 Strategically managing the Department’s human 
capital, is one of our most important tasks. We developed this Human Resources Transition 
Guide to assist you in understanding the importance of the Department's human capital-related 
information, and in navigating DOJ’s organizational structure, workforce statistics, employment 
systems, appointment authorities, and ethics policy. In addition, the Guide includes several 
appendices pertaining to pay. Presidential appointments, the Senior Executive Service, attorney 
and competitive service hiring, and delegations. 

DO.t’s primary mission to enforce the law and to defend the interests of the United States and its 
citizens in accordance with the law is carried out by over 106,000 talented and diverse men and 
women. Working in 40 separate Components and in Offices throughout the United States and 
overseas, these individuals are on the front lines of our'Nation’s efforts to: fight the war on 
terrorism, protect our neighborhoods from illegal guns and drugs, ensure public safety, unci to 
prosecute those guilty of unlawful behavior. Their commitment and hard work ensure that DOJ 
can meet its important and ever-changing responsibilities. 

With numerous mission-related challenges to address, the DOJ Attorney General. 

Departmemwide- senior leaders and managers, arid frontline employees rely heavily on the 
leadership of the DOJ Chief Human Capital Officer (CTICO) and DOJ Human Capital 
Community to provide policies and programs that strengthen skill sets, develop careers, and help 
balance employee work and family responsibilities, 

Understanding the importance of their responsibilities, the DOJ Human Capital Community 
works diligently to create a transparent connection between human capital efforts and mission- 
related priorities and responsibilities. This is in part achieved through the 2007-2012 DOJ 
Human Capital Strategic Plan, which is located at htip:,.7www.usdoj .gov/jmd/ps/nnssioti.fi rst.pdf. 

1 lie collaborative efforts of the DOJ Human Capital Community continue to translate into 
greater awareness of DOJ HR, active support uud involvement from DOJ senior leaders and 
employees, and a strong commitment to drive continuous improvement through effective 
strategic planning, and maintain our focus on “mission-first”. 
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Department Employment at a Glance 

Total Employment 


Bureau of Prisons 

36,496 

Bureau of Alcohol Tobacco Firearms and 

Explosives 

5,002 

Federal Bureau of Investigation 

31,447 

U.S. Attorneys 

11,782 

Drug Enforcement Administration 

9,175 

Offices, Boards and Divisions* 

9,040 

U.S. Marshals Service 

4,802 

U.S. Trustee Program 

1,265 

Office of Justice Programs 

648 

Inspector General 

430 

Total 

110,087 


* JMD included in OBDs 
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Overview: Major Employment Systems 


A. Appointments 

Federal positions generally fall into three categories: the Competitive Service, entry into 
which requires competition through open examination; the excepted service, entry into which is 
controlled by agencies or governed by statute or Executive Order; and the Senior Executive 
Service (SES). This briefing guide discusses all of these appointment types. 

In the Department, the authority to make appointments to noncareer SES or Schedule C 
positions (“political'’) is vested in the Attorney General. A senior political appointee m the 
Department serves as White House Liaison and coordinates political appointments with the 
White House Office of Presidential Personnel. The authority to make career SES appointments 
to “key executive” positions is vested in the Deputy Attorney General. 

With these exceptions, full authority to make appointments in the Department has been 

delegated to the following component heads: Bureau of Prisons; Drug Enforcement 

Administration- Executive Office for U.S. Attorneys; Federal Bureau of Investigation; Bureau of 
Alcohol, Tobacco, Firearms and Explosives; U.S. Marshals Service; Office of Jusllc ‘^ og !“” S; 
Office of the Inspector General; Executive Office for U.S. Trustees; and Executive Office 
Immigration Review. The following component heads have partially delegated personnel 
authority: Office of Attorney Recruitment and Management (OA^); Oommunity Re ai^s 
Service; Criminal, Civil, Environment and Natural Resources, Antitrust, Tax, and Civ g 

Divisions. 

The authority to appoint attorneys up to grade GS.-15, Assistant U.S. Attorneys, and 
Immigration Judges is reserved lo the Deputy Attorney General and to the Associate Attorney 
General respectively for the organizations which they oversee. However, the authortty to 
appoint attorneys and Assistant U.S. Attorneys has been delegated to the OARM. 


ix&mxn 
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B. Pay Plans 


As in many large and complex private organizations, Federal pay administration is 
carried out under a number of different systems. Some, like the General Schedule, are based on 
rank in the job, while others, like the SES, are based on rank in the person. Pay scales of some 
are adjusted through legislation while the pay scales of others are set administratively. The 
coverage of some is broad and general; that of others is restricted along occupational lines, 
confined to certain organizational components, or otherwise limited. 

Despite the differences, most of these systems are related in one or more ways, or are 
subject to common legislative policies, such as the precepts in the statutory pay systems, 
including the General Schedule, which provides for equal pay for substantially equal work; pay 
differences based on work and performance distinctions; and Federal salary rates comparable 
with non-Federal employment for the same levels of work. 

In the Department, most employees are compensated under one of 11 pay systems listed 
below with their common acronyms: 

• Executive Schedule (EX) 

• Senior Executive Service (ES) 

• General Schedule (GS) 

• Demonstration Project (PD) 

• Senior Level (SL) 

• Administratively Determined (AD) 

• Immigration Judge (IJ) 

• Federal Wage Schedules (WG) 

• Overseas Employment (OE) 

• Administrative Law Judge (AL) 

• Volunteer (ZZ) 

Locality pay is authorized under some of these pay systems to reduce pay disparities 
with non-Federal workers within each of the 32 defined locality pay areas. Several of these pay 
systems are discussed below in connection with specific types of appointments; the others are 
described in Appendix A. 
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Political Appointments 


Political appointments are for individuals who make or advocate Administration policy 
or support those positions. Individuals serving on political appointments serve at the pleasure of 
the appointing authority and do not have the job protections generally afforded those in 
career-type appointments. All political appointees require coordination and approval of the 
Attorney General. Once the White House Office of Presidential Personnel clears a candidate. 
Justice Management Division (JMD)/HR works to obtain Office of Personnel Management 
(OPM) approval and provides administrative support (security, drug testing, etc.) for their 
appointment. 

There are four major types of political appointments. 

A. Presidential Appointments 


All positions filled by Presidential appointment are in the excepted civil service and the 
basis of their appointment is statutory. The vast majority of Presidential appointments in the 
Department require confirmation by the Senate (commonly referred to as “PAS”). 

With some exceptions, the pay for Presidentially appointed positions is set by law, at 
one of the five levels of the Executive Schedule. Locality pay does not apply to the Executive 
Schedule. The current Executive Schedule pay rates (effective January 2009) are as follows: 


Level V 

$143,500 

Level IV 

$153,200 

Level III 

$162,900 

Level II 

$177,000 

Level I 

$196,700 


Pay exceptions include that of U.S. Attorneys, whose pay is Administratively 
Determined by the Deputy Attorney General. Additionally, compensation for 
U.S. Marshals, as set by the Deputy Attorney General, will either be on the Senior Level scale or 
at the GS-15, of the General Schedule. (More information about these pay systems can be found 
in Appendix A.) 

The Presidential appointees in the Department and their pay rates and systems are shown 
in Appendix B. 
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B. Noncareer Senior Executive Service (SES) 

As discussed in greater detail below, the number of SES positions allocated to the 
Department is subject to OPM and Office of Management and Budget (OMB) approval. Senior 
leaders determine how many of the Department's executive resources will be devoted to 
noncareer appointees (SES), subject to a statutory limitation of 25 percent of the Department's 
total number of SES positions. 

The SES pay range for noncertified performance systems is $117,787 to $162,900 (EX- 
III). The SES pay range for certified performance systems has a higher cap of $177,000 (EX-II). 
These pay ranges adjust annually based on the increase to the Executive Schedule. By law, the 
base pay for SES may not exceed the pay for EX-III (currently $ 162,900) of the Executive 
Schedule, unless the agency has full or provisional certification of its performance systems from 
the OPM and OMB (as of November 2008, the Department is provisionally certified and may 
pay at the higher cap). 

Total SES compensation may not exceed the pay for EX-I (currently $196,700) of the 
Executive Schedule for noncertified performance systems. Total SES compensation may not 
exceed the pay for the Vice President's salary ($227,300) for certified performance systems. 
Based on this pay structure, senior career and noncareer appointees' pay and total compensation 
may exceed that of their Presidentially-appointed senior official. 


An SES member’s pay may be adjusted (increased or decreased) no more than once in a 
year, without waiver from the Deputy Attorney General. The distribution of SES positions in the 
Department as of November 2008 is shown in Appendix C. 

C. Schedule C 


Positions which are policy-determining or which involve a close and confidential 
working relationship with a key official may be established in Schedule C of the excepted 
service. Such positions require advance approval from the White House Office of Presidential 
Personnel and OPM and are made without competition. 1 The authority for the establishment of 
each Schedule C position is revoked when the position is vacated. OPM does not review the 
qualifications of Schedule C appointees; the final authority on this matter rests with the 
appointing authority (the Attorney General). Schedule C appointees may be separated at any 
time that the confidential or policy-determining relationship between the incumbent and his/her 
supervisor ends. There is no regulatory or statutory limit on the number of Schedule C positions 
that may be established; however, each Administration establishes its own controls through the 
White House Office of Presidential'Personnel. 


As with the noncareer SES, the Department's White House Liaison obtains the approval of the White 
House Office of Presidential Personnel for Schedule C appointments, after which JMD obtains OPM approval for 
establishment of the position. 
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D. Temporary Transitional Schedule C Positions 


To help with the transition, OPM has delegated authority to agencies to establish a 
limited number of temporary transitional Schedule C positions. This delegated authority may be 
used during the first year of a new Presidential Administration and during a one year period ^ 
immediately following the appointment of a new agency head, or the designation of an "acting" 
agency head. The number of temporary transitional Schedule C positions that may be 
established cannot exceed either 50 percent of the highest number of regular Schedule C 
appointees in the agency at any time over the previous five years, or three positions, whichever is 
higher. Appointments may be made for up to 120 days and may be extended once for up to 120 
more days. OPM must be notified within five working days of any temporary transitional 
Schedule C appointments. OPM must also be notified within three working days when the 
position has been vacated. 


When an agency intends to convert an employee in a temporary transitional Schedule C 
position to a nontemporary Schedule C appointment, the temporary appointment may be 
designated as a "provisional appointment" under 5 CFR 316.403. This permits the agency to 
treat the employee as a nontemporary appointee for benefits purposes, i.e., retirement, life 
insurance, and health benefits. Provisional appointments are made under an authority established 
by law, Executive Order, or regulation, or granted by OPM, e.g., Schedule C appointments. 
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Career Appointments 


A. Career Senior Executive Service 

Within the Department, the career SES is managed by the Senior Executive Resources 
Board (SERB). The SERB is comprised of four executives including: the Attorney General (or 
designee), the Deputy Attorney General, Associate Attorney General, and Assistant Attorney 
General for Administration. Historically, the Deputy Attorney General has served as the SERB 
Chair and, as such, must approve SES personnel actions not delegated to component heads, 
including the allocation of SES positions among components. The Department receives its SES 
allocations from OPM, in consultation with OMB. No more than 25 percent of an agency’s 
positions may be encumbered by noncareer appointees. The current allocation and distribution 
of SES positions are shown in Appendix C. 

Employees are appointed to the career SES in one of two ways: through an open 
competitive process, after which a selectee's executive qualifications must be certified by OPM; 
or by selection for an SES position after competing for and completion of an OPM-approved 
SES Candidate Development Program (CDP). 

In the first case, the qualifications of each candidate are evaluated by an Executive 
Resources Board (ERB) and the final selection from among the best qualified candidates is made 
by the head of the component. 

In the latter case, the CDP-qualifications are evaluated by the ERB 
and the selection for the program is made by the component head. When there is an SES 
vacancy, the component head normally selects a candidate. Upon completion of the CDP, 
candidates are approved by a Qualification Review Board administered by OPM, and are eligible 
for noncompetitive appointment to the SES. 

There are several items pertaining to career SES employment which are of particular 
note at the time of transition: 

• A career appointee may not be involuntarily reassigned within 120 days after 

the appointment of a new agency head or a new noncareer supervisor (the 120-day 
moratorium begins with the official entry of the senior official who takes the 
reassignment action). However, a voluntary reassignment during the 120-day period 
is permitted, if the employee consents in writing. 

• A career appointee must receive 15 days written notice in advance of reassignment 
to another SES position within the commuting area. 

• A career appointee must receive 60 days written notice in advance of reassignment to 

- another SES position outside the commuting area.-- - 


TRANSITION 

2008-2009 


: 

PVERSIGHT 





B. Excepted Service 


There are a wide variety of excepted service positions in the Department. The common 
factor among all is that the positions are filled by the employing organizations without reference 
to civil service registers. Positions may be excepted by statute, regulation, or by Executive 
Order. Over the last several years, the distinction between the competitive service has blurred 
with the enactment of statutes extending job protections to excepted employees. 


The specific statutory exceptions in the Department are: 

FBI. The entire FBI is excepted from the competitive civil service by 28 U.S.C. 536. 
Selections for all FBI positions (with the exception of the Director and key SES jobs) 
are made within the FBI. 

Assistant U.S. Attorneys (AUSA). AUSAs are excepted from the competitive civil 
service by 28 U.S.C. 542. Normally, candidates are evaluated in individual 
U.S. Attorneys' offices and recommendations are made by the U.S. Attorney or a 
Principal Assistant, Since the authority to hire Attorneys in the Department is 
reserved to the Deputy Attorney General and the Associate Attorney General (who 
have delegated that authority to the OARM), those appointments must be approved 
by OARM. 

U.S. Trustees. U.S. Trustees and Assistant Trustees are in the excepted service as 
authorized under 28 U.S.C. 581 and 587(b). 


OPM has been given the authority to except positions from the competitive civil service 
under specific circumstances. Those exceptions may apply Government-wide or may apply to 
only a specific class of positions within an agency. Some of the more common excepted service 
positions in the Department are: 

• Attorneys. Government-wide, attorneys (other than Assistant U.S. Attorneys, who 
are excepted by statute) are excepted from the competitive service by 

5CFR 213.3102(d). Entry level attorneys are hired through the Attorney General's 
Honors Program at the GS-11/12/13 level and experienced attorneys are hired at 
grades GS-11 thr ough GS-15 (these processes, coordinated by OARM, are outlined 
briefly in Appendix D). Hiring recommendations are made within the Divisions and 
approved by OARM. 

• DEA. DEA has the authority to appoint Special Agents at grades GS-5 through 
GS-11. After three years employment, these employees may be converted to the 
competitive service. DEA also has the authority to appoint up to 150 Intelligence 
Research Agents and/or Intelligence Operations Specialists at grades GS-9 through 

— ."GS-15.. 
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• U.S. Trustees. A Schedule B appointing authority may be used to appoint employees 
at grades GS-6 through GS-15, to positions (other than secretarial) which require 
knowledge of the bankruptcy process. 

• National Drug Intelligence Center. A “Schedule A” appointing authority may be 
used to appoint employees to the Center. 

• ATF. A “Schedule B” appointing authority may be used to appoint employees as 
GS-1811, Criminal Investigators (Special Agents) at the GS-5/7/9 grade levels and as 
GS-1801, Industry Operations Investigators at the GS-5/7/9 grade levels. 

• Other Positions. As noted above, there are a number of excepted services authorities 
available to and used by'Department components under general OPM regulation. 
Among the more common of these appointments are students and individuals with 
disabilities. 

C. Competitive Service 

Positions in the competitive service are filled through the appointment of individuals 
who have competed in examinations which are open to the public at large. These open 
examinations are administered by OPM or, in some cases, by agencies (including the 
Department) which have been delegated examining authority by OPM. Appointees are selected 
from among the best qualified as determined by the examination and applicable laws (such as 
veterans' preference) and regulations. A brief overview of the competitive appointment process 
can be found in Appendix B. 


Among the larger groups of competitive service employees in the Department are: 

• Clerical, administrative, and paralegal support staff in the litigating divisions; 

• Similar staffs in the U.S. Attorneys' offices and the EOUSA; 

• The majority of the staff of the Office of Justice Programs; 

• The majority of the staff of the Bureau of Prisons, including correctional 
officers; 

• The majority of the staff of the Drug Enforcement Administration, including most 
special agents; 

• The majority of the staff of the U.S. Marshals Service, including Deputy 
U. S. Marshals; and 

• The majority of the staff of the Bureau of Alcohol, Tobacco, Firearms and 
Explosives. 
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Departmental Ethics Office 


The Departmental Ethics Office, located in the JMD, is responsible for administering the 
Department-wide ethics program and for implementing Department-wide policies on ethics 
issues. The office provides advice and training directly to employees and supervises the ethics 
programs in all Department components. Each component has a Deputy Designated Agency 
Ethics Official (“Deputy DAEO”) who is responsible for administering the ethics program within 
his or her component. The Departmental Ethics Office administers the public financial 
disclosure reporting system, including advising nominees for Senate-confirmed Presidential 
appointments (PAS), and working with the White House Counsel’s Office and the Office of 
Government Ethics to ensure accurate reporting and resolve conflicts of interest. 

The Departmental Ethics Website ('http://www.usdoi.gov/inid/ethics) contains guidance 
and practical information on a wide range of important topics, including conflicts of interest, 
outside employment, political activities, and financial disclosure, among others. 

Questions on the Department's ethics program may be referred to the Departmental 
Ethics Office on (202) 514-8196. Questions concerning issues relating to professional 
responsibility, e.g., codes of ethics, ethical standards and obligations, should be directed to the 
Department’s Professional Responsibility Advisory Office on (202) 514-0458. 
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Appendix A 
Pay Systems 


1. General Schedule (GS) 

The General Schedule (GS) is the 15-grade pay system which covers most 
administrative, professional, technical, and clerical positions. GS grade levels are based on the 
difficulty and responsibility of the work performed. Agencies are authorized to place (classify) 
individual positions in grade levels GS-1 through GS-15 in accordance with classification 
standards developed by OPM. 

Each grade of the General Schedule has 10 pay levels or "steps". Initial appointments 
are generally made at the first step of the grade, although agencies may appoint individuals with 
superior qualifications at rates above the first step. This flexibility is designed to aid in 
competing with non-Federal employers in recruiting and retaining highly qualified candidates. 
Employees earn periodic within-grade increases based on longevity and performance. 

Locality pay (i.e., locality-based comparability payments) is authorized under these pay 
systems to reduce pay disparities with non-Federal workers within each of the 32 defined locality 
pay areas. 

The pay rates in the Washington-Baltimore, DC-MD-VA-WV, including St. Mary's 
County, MD, as of January 2009, which include a 2.90 percent General Schedule increase and 
locality payment of 23.10 percent, are: 
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SALARY TABLE 2009-DCB 

INCORPORATING THE 2.90% GENERAL SCHEDULE INCREASE AND A LOCALITY PAYMENT OF 23.10% 
FOR THE LOCALITY PAY AREA OF WASHINGTON-BALTIMORE-NORTHERN VIRGINIA, DC-MD-VA-WV-PA 
(See http://wwv.opm.gov/oca/09tabIes/iocdeLasp for definitions of locality pay areas.) 

(TOTAL INCREASE: 4.78%) 

EFFECTP/E JANUARY 2009 
Annual Rates by Grade and Step 


Grade 

Steprl 

Step.2 

:• ,y<Step3 

Step 4 

Step 5 

Stepi) 

: : «^ : Step:7 

:' r '‘SStepiB 

l.';T Step 9 

. Step 10 i 


! 1 

S 21,592 

$ 22,313 

$ 23,031 

$ 23,746 

$ 24,464 

$ 24,886 

$ 25,595 

$ 26,310 

$ 26,338 

$ 27,013 


2 

24,277 

24,854 

25,657 

26,338 

26,633 

27,416 

28,199 

28.981 

29,764 

30,547 


3 

26,487 

27,370 

28,253 

29,135 

30,018 

30,901 

31,783 

32,666 

33,548 

34,431 


4 

29,736 

30,727 

31,718 

32,709 

33,700 

34,691 

35.682 

36,673 

37,664 

38,655 


5 

33,269 

34,378 

35,487 

36.596 

37.706 

38,815 

39,924 

41,033 

42,142 

43.251 


6 

37,084 

38,320 

39,556 

40,792 

42,028 

43.263 

44,499 

45,735 

46,971 

48,207 


7 

41,210 

42.584 

43,958 

45,332 

46,705 

48,079 

49,453 

50,827 

52,201 

53,574 


8 

45,639 

47,161 

48,682 

50,204 

51,725 

53,247 

54,768 

56,290 

57.811 

59,333 


9 

50,408 

52,089 

53,769 

55,449 

57,129 

58,810 

60,490 

62,170 

63,851 

65,531 


10 

55,512 

57,362 

59,212 

61,063 

62,913 

64,763 

66,613 

68,463 

70,313 

72,164 


11 

60,989 

63,021 

65,053 

67,086 

69,118 

71,151 

73,183 

75,215 

77,248 

79,280 


M2 

73,100 

75,537 

77,973 

80,409 

82,845 

85,281 

87,717 

90.154 

92,590 

95,026 


13 

86,927 

89,825 

92,723 

95,620 

98,518 

101,416 

104,314 

107,211 

110,109 

113,007 


14 

102,721 

106,145 

109,570 

112,995 

116,419 

119,844 

123.269 

126,693 

130,118 

133,543 


[ 15 

120,830 

124,858 

128,886 

132,914 

136,941 

140,969 

144,997 

149,025 

153,053 

153.200 * 


* Rate limited to the rate for level IV of the Executive Schedule (5 U.S.C. 5304 (g)(1)). 
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Salary Table (Washington, D.C., Baltimore, MD, Northern VA) 

Effective January 2008 


Step 



2 

3 

4 

5 

6 

7 

8 

9 

10 

GS-l 

$20,607 

S2S295 

S21,98Q 

$22,662 

S23,347 

$23,750 

$24,427 

$25,110 

$25,137 

S25,779 

GS-2 


3,169 

23,720^ 

24,486 

25,137 

25,417 

26,164 

26,911 

27,658 

28,406 

29,153 

GS-3 

2 

5,279 

26,122 

26>6S 

27,807 

28,650 

29,492 

30335 

31,178 

32,020 

32,863 

GS-4 

2 

$379 

29,325 

. 30,272 

\31,219 

. 32,165 

33,112 . 

34,058 

35,005 , 

35,951 

36,898 

GS-5 

3 

►1,751 

32,808 

33,866 

34,92*s. 

35,9*2 

37,039 

38,097 

39,155 

40313 

41371 

GS-6 

3 

15392 

36,572 

37,752 

38,931 

^MjMll 

41,291 

42,471 

43,651 

44,831 

46,011 

GS-7 


#330 

40,641 

41,951 

43,262 

44,572\ 

45,883 

47,193 

48303 

49,814 

51,124 

GS-8 

4 

13,557 

45,009 

46,460 

47,9*2 

49364 

50*816 

52368 

53,720 

55,172 

56,624 

GS-9 

i 

i^m 

49,712 

51317 

52^21 

54,525 

56,129^ 

\ 57,733 

59338 

60342 

62346 

GS-IO 

t 

>2,979 

54,745 

56,511 

58377 

60,044 

61,810 

63>74 

65342 

67,108 

68,875 

GS-11 

£ 

58,206 

60,146 

62,087 

64,027 

65,967 

67,908 

69,848 

\s71,788 

73,728 

75,669 

GS-12 

( 

>9,764 

72,090 

74,416 

76,742 

79,068 

81,394 

83,720 

86,04K. 

88372 

90,698 

GS-13 

i 

}2,96l 

85,727 

88,493 

91,259 

94,025 

96,791 

99,557 

102323 

N105,088 

107,854 

GS-14 

( 

>8,033 

101,301 

104,569 

107,836 

111,104 

114372 

117,639 

120,907 

1243X, 

127,442 

GS-15 

li 

15,317 

119,161 

123,006 

126,850 

130,694 

134,538 

138383 

142,227 

146,071 

S \149,000 
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2. ATF Demonstration Project (PD) 


The Demonstration Project was implemented within ATF on January 16,2000, with 255 
employees (out of 288 eligible) electing to participate. The Demonstration Project is a pilot pay 
banding and performance management system for critical scientific and technical positions. In 
passing this legislation, Congress was responding to a long-standing concern of ATF to recruit 
and retain highly qualified scientific and technical employees needed to help ATF accomplish its 
mission. There are currently close to 300 ATF employees participating in the Demonstration 
Project. 


The Demonstration Project is comprised of a number of pay strategies to include: pay 
increases for performance, financial rewards for job-related degrees, certificates and licenses, 
recruitment, relocation and retention bonuses, and greater career opportunities for high 
performers. 

A pay banding classification system was established to replace the current General 
Schedule (GS) classification system. All positions within the Demonstration Project have an 
official pay plan designator of PD (e.g., PD-0511 -02) to replace the GjS designator. OPM 
classification standards and guides are used as the criteria for developing and classifying 
positions under the Demonstration Project. 

Four pay bands have been established for positions covered by this authority and are 
structured to include the grade level equivalents. Each pay band represents a broad level of work 
with an associated range of pay. The minimum rate of pay under the Demonstration Project is 
equivalent to a GS-5/1 and the maximum rate of pay is level III of the Executive Schedule. 
Control points, terciles and zones - have been established to distinguish between levels of work, 
to regulate an employee’s rate of progression, and used to calculate the percentages for annual 
payouts. Performance payouts are based upon an assigned performance rating with an affixed 
payout percentage and are applied to an employee’s base salary or given as a lump sum, as 
appropriate. 


Pay Band I: 
Pay Band II: 


Pay Band III: 


Pay Band IV: 
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$27,026 - $61,260 - (Entry/developmental) 

$49,544 - $79,896 - (Full performance, Non IT) 

$86,291 - (Full performance, IT) 

$70,615 -$91,801 - (Zone l) 

$91,802 -$111,195-(Zone2) 

$98,156-$127,604- (Zone 1) 

$ 127,605 - $ 162,900 - (Zone 2) 

(Base Salaries, Locality Pay is added) 
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3. Executive Schedule (EX) 


The Executive Schedule applies to certain key positions filled by Presidential appointees 
as defined in Chapter 53 of Title 5, United States Code. The Schedule contains five rates of pay. 
An annual adjustment is generally made to each pay level, although pay adjustments have 
occasionally been cancelled by statute. The current rates of the Executive Schedule, as of 
January 2009, are as follows: 


Level V 

$143,500 

Level IV 

$153,200 

Level III 

' $162,900 

Level II 

$172,200 

Level I 

$196,700 


4. Senior Executive Service (ES) 

The SES is a "gradeless" system based on the concept of rank in the person, rather than 
rank in the job. By law, the base pay for SES may not exceed the pay for EX-III (currently 
$162,900) of the Executive Schedule, unless the agency has full or provisional certification of 
their performance systems from the Office of Personnel Management and the Office of 
Management and Budget. Then SES pay may reach EX-II (currently $ 177,000) of the 
Executive Schedule. Total SES compensation may not exceed the pay for EX-I (currently 
$196,700) of the Executive Schedule for noncertified performance systems. Total SES 
compensation may not exceed the pay for the Vice President's salary ($227,300) for certified 
performance systems (full or provisional). The SES pay range for noncertified performance 
systems is $117,787 to $162,900. The SES pay range for certified performance systems has a 
higher cap of $177,000. These pay ranges adjust annually based on the increase to the General 
Schedule and Executive Schedule. An SES member’s pay may be adjusted (increased or 
decreased) no more than once in a year', without an Attorney General (or his designee) waiver. 

5. Senior Level (SL) 


The Senior Level (SL) pay system is a broad pay band system for positions that exceed 
the level of difficulty and responsibility found at the GS-15 level but which lack the 
administrative or managerial aspects or are filled with Presidential appointees that exclude them 
from inclusion in the SES. As in the case of SES positions, the number of SL positions in the 
Department is subject to OPM and OMB approval. 

At present, there are 123 SL positions in the Department. The SL pay range is tied to 
the GS and Executive pay schedules and is capped at Executive Schedule 111 ($162,900) as of 
January 2009. However, effective April 2009, the SL pay range will be adjusted to reflect a 
range up to Executive Schedule II (currently $177,000 under a certified performance system). 
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6. Administratively Determined Pay 

The pay of certain positions is administratively determined (AD), i.e., set by 
administrative action under specific statutory authority. In the Department, the pay of 
U.S. Attorneys, Assistant U.S. Attorneys, U.S. Trustees, Assistant U.S. Trustees, Special 
Attorneys, and Special Assistant to the Attorney General is set by the Attorney General 
under specific provisions of Title 28, United States Code. The pay for expert and consultant 
positions (pay plans ED, EE, EF) is also administratively determined. Discretion in setting 
administratively determined pay is limited by the specific authorizing statute and/or provisions 
of Title 5, United States Code. 

The AD pay plan in the United States Attorneys' office is a discretionary compensation 
system established by law which allows the Attorney General to set pay at a rate not to exceed 
Executive Level IV of the Executive Schedule. The AD pay plan is a rank-in-person 
compensation system with a heavy emphasis on performance which covers approximately 5,500 
Assistant United States Attorneys (AUSAs) located throughout the United States, in Guam, 
Puerto Rico, and the U.S. Virgin Islands. 

Basic pay is set at any point on a "recruitment range" of pay appropriate to the needs of 
the United States Attorney's office as recommended by the United States Attorney. Basic pay is 
increased by the same locality rate as applies to the General Schedule in the geographic area. 
Supervisory AUSAs, and Senior Litigation Counsel (SLC) AUSAs, are paid from a separate AD 
pay schedule. 

For the Executive Office of U.S. Trustees, salary is set in statute not to exceed EX-IV 
however, through delegated authority; the DAG sets Trustees salary at $2,500 below EX-IV, 
currently $150,700 per annum. 

7. Law Enforcement Pay 

Federal law provides special salary rates (in contrast to, and are significantly higher than 
the General Pay schedule) to certain Federal employees who serve in law enforcement. Eligible 
law enforcement officers receive law enforcement availability pay (LEAP)’s equal to 25 percent 
of the agent’s grade and step, awarded because of the large amount of overtime that these agents 
are expected to work. 

8. Federal Wage System 


The Federal Wage System (pay plans Wage Grade (WG), Wage Leader (WL), and 
Wage Supervisor (WS)) covers employees in "blue collar" trades, crafts, and labor occupations. 
Employees are paid hourly rates of pay under local wage schedules which are developed based 
on industry wages for similar jobs in the same geographic area. Job classification is based on 
OPM established job grading standards which take into account such factors as skill and 
knowledge requirements and working conditions. 
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9. Administrative Law Judge (ALJ) System 

The Department employs AUs in the Drug Enforcement Administration and in the 
Executive Office for Immigration Review (EOIR) who are covered by this distinct 
longevity-based pay system (pay plan AL). This pay system has three levels; non-supervisory 
ALJs are paid at one of the steps of level AL-3. The current rates of pay for the Washington, DC 
metropolitan area (Arlington, Virginia and Baltimore, Maryland) are as follows: 


Step A $126,054 
Step B $135,533 
Step C $145,381 
Step D $154,983 
Step E $162,900 
Step F $162,900 


AL-3 

AL-3 

AL-3 

AL-3 

AL-3 

AL-3 

AL-2 

AL-1 


$162,900 

$162,900 


10. Immigration Judge (IJ) Pay System 

Immigration Judges in the Executive Office for Immigration Review are compensated 
under the IJ pay system which varies by locality. This system has four pay levels which are tied 
to the Level IV of the Executive Schedule. The current rates of pay for the Washington DC 
metropolitan area (Arlington, Virginia and Baltimore, Maryland) are as follows: 


IJ-l 

IJ-2 

1J-3 

IJ-4 


• $ 132,012 - new appointee 


$150,871 - 2 years of service at IJ-l 
$162,900 - 2 years of service at IJ-2 
$162,900 - 1 year of service at IJ-3 


Locality pay is capped at Executive Level III ($162,900). 
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11. Overseas Employees 


The Overseas Employees (OE) pay system covers noncitizens hired by the Department 
of State to provide services to the Department of Justice components which have offices 
overseas. The Drug Enforcement Administration is the only component which currently has 
such employees. 

12. Volunteers 

Title 5 U.S.C. 3111 authorizes the acceptance of volunteer service. Notwithstanding 
section 1342 of Title 31, the head of an agency may accept, subject to regulations issued by 
OPM, voluntary service for the United States if the service: (1) is performed by a student, with 
the permission of the institution at which the student is enrolled, as part of an agency program 
established for the purpose of providing educational experiences for the student; (2) is to be 
uncompensated; and (3) will not be used to displace any employee. Volunteers are designated by 
pay plan ZZ and are Federal employees only for injury compensation and tort claims purposes. 
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Appendix B 

DOJ Presidential Appointments 


POSITION 


NO. 

PAY SYSTEM 
& LEVEL 

SALARY 

STATUTORY 

AUTHORITY 

REMARKS 

Attorney General 


1 

EX-I 

$196,700 

28 USC 503 


Deputy Attorney 
General 


1 

EX-II 

177,000 

28 USC 504 


Associate Attorne; 
General 


1 

Ex-m 

162,900 

28 USC 504A 

, 

Solicitor General 


1 

EX-III 

162,900 

28 USC 505 


Assistant Attorneys 
General 

10* 

EX-IV 

153,200 

28 USC 506, including 

AAG for the National 
Security Division (28 USC 
507A) and the AAG for the 
Office of Justice Programs 
(42 USC 3711) 

*An additional position, the Assistant Attorney 
General for Administration is a career reserved 
position in the Senior Executive Service. 

U.S. Attorneys 


77** 

AD 

(Pay of U.S. Attorneys 
is equivalent to EX- 
IV.) 

153,200 


**The Department has 93 U.S. Attorneys - 77 are 
presidentially appointed, 15 are court appointed, 
and one is appointed by the Attorney General. 

U.S. Marshals 


27 

g5*** 

SLorGS-15 

Varied 

Varied 


***The Department has 93 U.S. Marshals who 
cover 94 judicial districts. One U.S. Marshal 
covers both Guam and Northern Mariana Islands. 
Of the 93 Marshals, 92 are presidentially 
appointed, and the U.S. Marshal for the Virgin 
Islands is appointed by the Attorney General. 

That position is currently in the General Schedule, 
four year term 


O 

O 


o 

N> 


O 

O 

O 

O 

N> 
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POSITION 

NO. 

PAY SYSTEM 
& LEVEL 

SALARY 

STATUTORY 

AUTHORITY 

REMARKS 

Chair, U.S. Parole 

Commission 

Members 

1 

4 

EX-FV 

EX-V 

153,200 

143;500 

18 USC 4202 

Six year term 

Chair, Foreign I 

Claims Settlement 

Commission 

Members 

3 

EX-V 

143,500 

5 USC A app.l, Reorg. Plan 

1 of 1954, sec. 1 


Director, Federal 
Bureau of 
Investigation 

1 

Ex-n 

177,000 

28 USC 532 

10 year term 

Director, U.S. 
Marshals Service 

1 

EX-IV 

177,000 

28 USC 561 .a 


Inspector General 

1 

1 

EX-IV 

153,200 

5 USC app.3, sec.3 


Administrator, 

Drug Enforcement 
Administration 

1 

EX-III 

162,900 

5 USCA app.2. Reorg. Plan 
No 2 of 1973 sec 5(A) 

* 

Deputy 

Administrator 

1 

EX-IV 

153,200 

Id,sec 5(b) 


Director, Bureau of 

Alcohol, Tobacco, 
Firearms and 
Explosives 

1 

Ex-in 

162,900 

28 USC 599A(a)(2) 


Director, 

Community 
Relations Service 

1 

EX-IV 

153,200 

42 USC 2000g (transfer of 
function to DOJ, id.note) 

4 year term 
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POSITION 


NO. 

PAY SYSTEM 
& LEVEL 

SALARY 

STATUTORY 

AUTHORITY 

REMARKS 

Administrator, 
Office of Juvenile 
Justice and 
Delinquency 
Prevention 


1 

EX-TV 

153,200 

42 USC 3741(b) 


Director, Nations 
Institute of Justic 

1 

e 

1 

EX-IV 

153,200 

42 USC 3722(b) 


Director, Bureau 
Justice Statistics 

of 

1 

Ex-rv 

153,200 

42 USC 3732(b) 


Director, Bureau 
Justice Assistant 

of 

1 

EX-IV 

. 153,200 

42 USC 3741(b) 

• 

Director, Office for 
Victims of Crime 

1 

EX-IV 

153,200 



Director, Office on 
Violence Against 
Women 

1 

EX-IV 

153,200 

42 USC 379gg-)a(b) 


Special Counsel for 
Immigration 

Related Unfair 

Employment 

Practices 

1 

SL 

Varied 

8 USC 1324b(c)(l) 

Four Year Term 

Total Presidentia 
Appointees 

1 

205 
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Appendix C 

Senior Executive Positions 


Component 

SES 

Established 

SES On 
Board 

Office of the Attorney General 

4 

1 

Office of the Deputy Attorney General 

12 

4 

Office of the Associate Attorney General 

5 

3 

Office of the Solicitor General 

4 

4 

Justice Management Division 

30 

25 

Antitrust Division 

30 

24 

Civil Division 

38 

36 

*Civil Rights Division 

18 

16 

* Criminal Division 

40 

32 

Environment and Natural Resources Division 

21 

21 

National Drug Intelligence Center 

2 

2 

*Nationa! Security Division 

17 

9 

Office of Community Oriented Policing Services 

1 

1 

Office of Information And Privacy 

2 

i 

Office of Intergovernmental And Public Liaison 

1 

i 1 

Office of Legislative Affairs 

5 

4 

Office of Legal Counsel 

9 

7 

Office of Legal Policy 

5 

2 

Office of Professional Responsibility 

2 

2 

Office of Public Affairs 

1 

1 

Office of Federal Detention Trustee 

1 

1 

Office of The Pardon Attorney 

1 

1 | 

Office on Violence Against Women 

0 

o 1 

Professional Responsibility Advisory Office 

1 

1 

Tax Division 

20 

17 

Office of The Inspector General 

8 

5 

* Bureau of Alcohol, Tobacco, Firearms and Explosives 

51 

48 

Bureau of Prisons 

84 

83 

Executive Office for Immigration Review 

8 

5 

^Executive Office for the United States Attorneys 

12 

5 

Executive Office for U.S. Trustees 

4 

3 

Office of Justice Programs 

21 

18 

U.S. Marshals Service 

17 

9 
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Appendix C 

Senior Executive Positions 

CONTINUED 


Component 

SES 

Established 

SES On 
Board 

Community Relations Service 

0 

0 

Foreign Claims Settlement Commission 

0 

0 

Office of Dispute Resolution 

1 

0 

*Regime Crimes Liaison Office 

3 

3 

United States Parole Commission 

0 

0 

Total OPM SES Allocations 

479 

395 

Federal Bureau of Investigation 

287 

252 

Drug Enforcement Administration 

79 

70 

Total FBI/DEA OMB SES Allocations 

366 

322 

Total SES Vacancies: 

128 






*Floated (temporary) Positions as of October 10, 2008 
ATF1 EOUSA 1 

CRM 3 NSDI 

CRTl RCL03 
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Appendix D 
Attorney Hiring 


All career attorney positions in the Department are excepted service, Schedule A 
appointments. There are approximately 10,000 career attorneys in the Department. More than 
4,500 are Assistant United States Attorneys. 

Entry-level attorneys are hired through the Attorney General's Honors Program unless 
OARM approves an exception to policy. All other attorney hires are considered lateral 
(experienced) hires. Lateral applicants must possess a Juris Prudence degree (J.D.), be an active 
member of the bar (any jurisdiction), and have at least one year of post J.D. degree experience. 


OARM administers the Attorney General’s Honors Program, develops policy related to 
the Department’s lateral attorney hiring, and supports Department-wide recruitment efforts. 
OARM also manages the Summer Law Intern Program and the Volunteer Legal Intern Program. 
Finally, OARM implemented and currently manages the Department’s Diversity Initiative for 
attorneys. 


All attorney hires are subject to a full Field FBI background investigation and final 
adjudication of their suitability, as well as national security adjudication by SEPS. 

LEGAL RECRUITMENT 

1. Attorney General's Honors Program, Summer Law Intern 
Program and Volunteer Legal Intern Program 

The Attorney General’s Honors Program is the most prestigious and largest entry-level 
recruitment program of its kind nationwide. Since 1953, it has served as the Department's 
recruitment program for third-year law students, graduate law students, legal fellows, and 
Judicial Law Clerks. The Department hires approximately 150 attorneys a year through this 
Program. The Summer Law Intern Program provides compensated positions to approximately 
100 law students a year. The Volunteer Legal Intern Program provides approximately 800 
uncompensated positions to law students during the academic year and approximately 1,000 
during the summer. 
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In addition to the litigating divisions, the Executive Office for Immigration Review, the Federal 
Bureau of Prisons, the U.S. Trustee’s Offices, Administrative Law Judges of the Drug 
Enforcement Administration, and the Bureau of Alcohol, Tobacco, Firearms and Explosives 
participate in the Honors Program. The aforementioned offices, the Office of the Solicitor 
General, and the Office of Legal Counsel participate in the Summer Law Intern Program. In the 
past several years, various U.S. Attorneys’ Offices and the Executive Office for U.S. Attorneys 
have participated in Honors Program as well. 

In 2002, the Honors Program and Summer Law Intern Program application process was 
converted to an online process. The application deadline for both Programs is in early 
September and new attorneys generally enter on duty the following fall. 

2. Lateral Attorney Recruitment 

The Department hires approximately 800 lateral attorneys each year. While OARM 
offers promotional and recruitment support for lateral attorney recruitment, the actual selection 
of lateral attorneys is decentralized in the organizations. All attorney vacancies are advertised on 
the Department’s website at: http://www.usdoj.gov/oarm/attvacancies.html, and the OARM 
website serves as the central source of public information about legal employment eligibility for 
lateral attorneys. The Department is exploring an online application process for the lateral 
attorneys, similar to the one currently in use for the Attorney General’s Honors Program. 

To generate interest in the Department among excellent and diverse attorney candidates, 
OARM annually attends national bar association conferences and job fairs. 


DIVERSITY INITIATIVES 

The President’s Management Agenda enumerates many goals, including the strategic 
management of human capital. Consistent with this goal, on February 5,2003, the Attorney 
General and Deputy Attorney General announced a series of initiatives to strengthen the 
Department’s attorney workforce by intensifying outreach to individuals from a broad range of 
racial, ethnic, economic, and geographic backgrounds, and to create incentives to enter and 
remain in public service. 
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OARM was directed among other tilings to: 

■ Conduct outreach to educate law students and lawyers about the benefits of a career at 
the Department of Justice to broaden the Department’s pool of well-qualified 
applicants; 

■ To make information about attorney and supervisory vacancies more transparent and 
accessible to both attorneys outside the Department and to current Department 
personnel by public and internal postings; 

■ Utilize existing legal authority to assist with the repayment of student loans for 
qualifying new attorneys entering the Department under the Honors Program or 
laterally, and as a mechanism to retain experienced attorneys; 

■ Institute a mentor program for all incoming attorneys; and, 

■ Conduct exit interviews with all voluntarily departing attorneys to assist retention 

efforts. * • 
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Appendix E 

Competitive Service Hiring 

The principle underlying the competitive civil service is that initial appointment must 
result from competition in examinations open to the public at large. Whether through a written 
test or a paper review of qualifications, candidates are rated and ranked based on certain 
objective criteria related to the type of position to be filled. 


The result of the examination process is a civil service "register" - a listing of the 
qualified applicants. From the register, a short list of names (a Certificate of Eligibles) is issued 
to fill a vacancy. The certificate lists the candidates in order of their scores on the examination, 
adjusted for the veterans preference to which they may be entitled. There are strict rules 
governing the order of selection from certificates. 

Open competitive examinations are administered by OPM and by agencies to which 
OPM has delegated examining authority. Where agencies have been delegated authority by 
OPM, they are bound by OPM's regulations and practices concerning examinations. 

After competitive appointment, an employee must serve a one-year probationary period 
to determine fitness for Federal service. During that time, the probationer may be dismissed 
without significant procedural protections. After three years, an appointee acquires "career 
tenure" and may, after leaving Federal service, reenter the Federal workforce without further 
examination or competition, a process called "reinstatement". Veterans acquire lifetime 
eligibility for reinstatement upon initial appointment. 

Vacant positions can be filled by requesting a certificate of eligibles from OPM, through 
agency case examining, reinstatement, or other special appointing authorities such as the 
Veterans Readjustment Authority. Another alternative is the "merit promotion" process, which 
extends the concept of open competition to certain competitive service promotions. Through an 
adaptation of the examination process, agencies solicit and review the applications of interested 
candidates and create certificates of eligibles that may be selected to fill vacant positions. 

The selection of one means of filling a vacancy over another is driven by a number of 
factors, including the type and grade level of the position to be filled and past experience with 
recruitment for the occupation. It is not unusual for several avenues to be pursued 
simultaneously. 

On April 12,1996, the Career Transition Assistance Plan (CTAP) became effective. 

CTAP ensures that eligible surplus and displaced employees, who apply for positions in the 
competitive service, for which they are determined well-qualified are placed in such positions. 

CTAP does not apply to positions or vacancies in the excepted service. Selecting officials may 
.not have the flexibility to fill positions in the competitive service, due to CTAP provisions.- 
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OPM Transition Guide and 
2008 “Plum Book” 


OPM Transition Guide: 


OPM issued a guide for Federal agencies in June 2008 to facilitate the transition to a new 
Presidential Administration. This guide provides general information and addresses issues that 
relate to departing employees, newly-appointed employees, and the career civil service. It also 
contains information on pay flexibilities such as advance payments, above the minimum rates, 
nreemployment interviews, recruitment and relocation bonuses, and retention allowances; leave 
administration (annual and sick leave, family and medical leave, voluntary leave transfer, leave 
bank, military leave); retirement, health, and life insurance coverage. You may access the guide at 

the following URL: http://www.chcoc.gov/transinittals/lndex.aspx. 


2008 “Plum Book:" 

Published by the Senate Committee on Governmental Affairs and the House Committee 
on Government Reform alternately after each Presidential election, the Plum Book lists over 
7 000 Federal civil service leadership and support positions in the legislative and executive 
branches of the Federal Government that may be subject to noncompetitive appointment, 
nationwide. The duties of many such positions may involve advocacy of Administration policies 
and programs and the incumbents usually have a close and confidential working relationship 
with the agency or other key officials. As transition nears the data for the Plum Book is ever 
changing. Agencies (to include the Department of Justice) report data up to September 30,2008, 
for the Plum Book. The estimated OPM final data collection and subsequent publish date is late 

November. 


The major categories of positions listed in United States Government Policy and 
Supporting Positions include: 

• Executive Schedule and salary-equivalent positions paid at the rates established 
for levels I through V of the Executive Schedule; mainly, our AAGs, 

U.S. Attorneys, etc. 

• Senior Executive Service "General" positions. Many of DOJ’s DAAG positions 
as well as Principal DAAG positions are designated as General, nonnally 
incumbered by noncareer executives. “Career Reserved” SES positions are NOT 
published in the Plum Book. 

. Schedule C positions excepted from the competitive service by the President, or 
by the Director, Office of Personnel Management. They are GS-I5 and below or 
— ..Senior Level positions with duties of a confidential or policy determine nature. 
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APPENDIX G 
TABLE OF DELEGATINS 
EMPLOYMENT 


AUTHORITY 

DELEGATION 

SOURCE 

REDELEGATiON 

Intergovernmental Personnel Act 
assignments 

Retained by the DAG 

Human Resources Order 1200.1 (HRO) Part 1, 

Chapter 1, Intergovernmental Personnel Act 

Assignments 

May be redelegated 

Reemployment of retirees without loss of pay 
or annuity to meet exceptional employment 
needs 

Retained by OPM 

5 CFR Part 553; HRO Part 1, Chapter 2, 

Reemployment of Retirees Without Penalty to Meet 
Exceptional Employment Needs 

May not be redelegated 

Reemployment of retirees without loss of pay 

or annuity to meet exceptional employment 
needs under the 9/11 terrorist attack 
authority 

Component Head' 

OPM granted die delegation to the Heads of 

Departments and Agencies on September 13,2001. 

The AG redelegated the authority to die Heads of the 
following Components: EOUSA, FBI, DBA, USMS, 
BOP, ATF and JMD and OBDs (August 29,2003) 

May not be redelegated 

Determination of length of probationary 
period for managers who served in positions 
with supervisory and managerial 
responsibilities 

Bureau Personnel Officers 

HRO Part 1, Chapter 5, Probationary Period for 

Supervisors and Managers in the Competitive Service 

May be redelegated 

Exceptions to the maximum entry age for 
LEOs 

Component Head 

HRO Part 1, Chapter 6, Maximum Entry Age and 
Mandatory Retirement of LEOs; delegation from the 
Attorney General (Jutl 4, 1991); delegation to Heads 
of Components with LEOs from the AAG/A 
(March 5, 2003) 

May not be redelegated 


O 

O 


^4 

i 

O 

N> 


i 

> 

O 

o 

o 

o 

GO 


i 



TRANSITION 

2008-2009 















DOJ-17-0211-A-000035 


J3Q 

U)> 

o 


Appendix G 
Table of Delegations 
Employment (continued) 



AUTHORITY 

DELEGATION 

SOURCE 

REDELEGATION 

Approval of waivers to the maximum entry 

age of LEOs for BOP psychologists up to age 
40; BOP physician's assistants, nurses, nurse 
practitioners, medical and dental officers, 
Catholic Chaplains; Islamic Chaplains, and 
Jewish Rabbis; USMS LEOs up to age 40 . 

j 

For BOP, Director, BOP; for 
USMS LEOs, Director, 

USMS 

HRO, Part 1, Chapter 6, Maximum Entry Age and 

Mandatory Retirement of LEOs; delegation to the Director, 
BOP, from the AAG/A for: Catholic Chaplains (Aug-13, 
1976), Islamic Chaplains (Sep, 27, 1988); physicians 
assistant (Mar. 21, 1989); nurses and psychologists (Jan. 

10, 1994); Jewish Rabbis (Aug, i, 1994); medical and 
dental officers (March 16, 1998); nurses and nurse 
practitioners (March 28, 2000) delegation to the Director, 
USMS, from the AAG/A for USMS LEOs (Dec. 22, 1997) 

May not be redelegated 

Exceptions to the mandatory retirement of 

LEOs 

| 

Component Head 

HRO, Part 1, Chapter 6, Maximum Entry Age and 

Mandatory Retirement of LEOs; delegation from the 
Attorney General (Jun. 4,1991); delegation to Heads of 
Components with LEOs from the AAG/A (March 17, 

2003) 

May not be redelegated 

Exceptions to the mandatory retirement of 

LEOs for DEA Special Agents; up to 20 FBI 
LEO SES members; FBI non-SES Special 
Agents 

For DEA Special Agents, the 

Administrator, DEA; for FBI 
LEO SES Members and Non- 
SES Special Agents, the 
Director, FBI 

HRO, Part 1, Chapter 6, Maximum Entry Age and 

Mandatory Retirement of LEOs; delegation to the 
Administrator, DEA, from the Attorney General (Nov. 17, 
1997); delegation to the Director, FBI, from the Attorney 
General (Jun. 4, 1991 (SES) and Aug. 29,1995) 

May not be redelegated 

Employment of experts and consultants 

Component Head 

HRO, Part 1, Chapter 7, Employment of Experts and 

Consultants 

May be redelegated 
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Appendix G 
Table of Delegation 
Compensation 



AUTHORITY 

DELEGATION 

SOURCE 

REDELEGATiON 

Classification of GS positions and wage 
jobs, except for attorney and law student 
positions 

Bureau Head 

28 CFR0.15(bXl); 0.76(o); 0.137; 0.138; 0.159 

May be redelegated 

Classification of GS 
student positions 

attorney and law 

Component Head 

28 CFR 0.15(c) and (e); 0.19(a)(1); delegation from 

DAG to OARM (Mar. 28,1994) delegation from Assoc. 
AG (Mar. 23,1998) delegation from OARM to 
Component Head (Feb. 23,2000)' 

May be redelegated 

Compensatory time 

i 


Bureau Head 

HRO Part 2, Chapter 3, Hourly Compensation for 
Overtime Work 

May be redelegated 

Non-special salary r^te as highest previous 
rate (non- attorneys} 

Appointing Officers 

HRO Part 2, Chapter 2, Highest Previous Rate 

May not be redelegated 

Special salary rate as highest previous rate 
(non-attorneys) 

Bureau Head 

HRO Part 2, Chapter 2, Highest Previous Rate 

May be redelegated. 

Highest previous rate (attorneys) 

Bureau General Counsels or OBD 
Heads 

Attorney Personnel Memorandum 97-10 
(June 30,1997) 

May be redelegated 

Recruitment and relocation incentives 

| 

Bureau Head, except for the 
following: DAG for Executive 
Schedule, and Administratively 
Determined pay systems; 
Immigration Judges; and 

Presidential appointees. Bureau 
General Counsels or OBD Heads 
for attorneys and law clerks. 

5 CFR part 575; HRO Part 2 - Compensation, Chapters 

5a and 5b 

May be redelegated 
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Appendix G 
Table of Delegation 
Compensation (Continued) 


AUTHORITY 

DELEGATION 

SOURCE 

REDELEGATION 

Retention incentives 

Note: Retention incentives may NOT be 
paid on a group or category basis to 
Executive Schedule, SES, or senior level 
employees; Presidential appointees; U.S. 
Trustees; ^nd Immigration Judges.. OPM 
must approve payment of retention 
incentives of more titan 10 percent to a 
group or category of employees. 

Bureau Head, except fox the 
following: DAG for Executive 
Schedule, SES, Administratively 
Determined, and Sr. Level pay 
systems; Immigration Judges; and 
Presidential appointees. Bureau 
General Counsels or OBD Heads 
for attorneys and law clerks. 

5 CFR part 575; Human Resources Order 1200.1, Part 

2 - Compensation, Chapter 6 

May be redelegated 

Foreign language awards 

Bureau Head 

5 U.S.C. 4523; 

HRO Part 2, 

Chapter 8, Foreign Language Awards 

May be redelegated to a 
level no lower than the 
Bureau Personnel Officer 

Supervisory Differentials 

Bureau Head 

HRO Part 2, 

Chapter 9, Supervisory Differentials 

May be redelegated to a 
level no lower than the 
Bureau Personnel Officer 

SL pay-setting up to and including the 
maximum rate, except for noncareer-type 
and FBI and DEA employees 

Component Head 

28 CFR 0*15; delegations from the DAG (Dec. 29, 

1999) effective March 1,2000; HRO Part 2, Chapter 

10, Pay for Senior Level Positions 

May not be redelegated 

SL pay-setting for F|BI and DEA 
employees up to the maximum SL rate, 
except for noncareer-type employees and 
employees who repqrt directly to the 
Director, FBI or the Administrator or 
Deputy Director, DfeA 

The Director, FBI; the 

Administrator, DEA 

Same as above 

May not be redelegated 
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Appendix G 
Table of Delegation 
Compensation (Continued) 
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AUTHORITY 

DELEGATION 

SOURCE 

REDELEGATION 

SL pay-setting not covered by one of the 
delegations of SL pay-setting authority 
above 

Retained by DAG 

Same as above 

May not be redelegated 

Student Loan Repayment 

[ 

i 

Bureau Head for GS and prevailing 
rate (wage), except Bureau General 
Counsels or OBD Heads for 
attorneys and law clerks. DAG for 
other eligible categories. 

28 CFR 0.76(o), 0.77,0.79,0.138, and 0.159; 5 CFR 
part 537; HRO Part 2, Chapter 12, Student Loan 
Repayment; delegation from the DAG to the Director, 
OARM (August 16,2001); OARM Memorandum #01- 
16 (November 29,2001) 

May be redelegated 

Advance payments to new appointees 

i 

i 

. 1 

Component Head, except: DAG for 
SES, Executive Schedule (except 

AG for Director and Deputy 

Director, FBI), Senior Level, 
Immigration Judges, Presidential 
appointees; and Bureau General 
Counsel or OBD heads for 
attorneys and law clerks 

28 CFR 0.15,0.76(o), 0.77,0.79,0.138,0.157(c) and 

0.159; 5 CFR Part 550, Snbpart B; HRO Part 2, 

Chapter 13, Advance Payments to New Appointees; 
OARM Memorandum #02-01 (February 22,2002) 

Except for SES, 

Executive Schedule, 

Senior Level, 

Immigration Judges, 
Presidential appointees, 
and DirectOT/Deputy 
Director, FBI, may be 
redelegated 

Hostile fire pay 


Bureau Head, except AAG/A for 
non-career SES, non-career type 

SL, component heads, and key 
executive positions. 

AG Order No. 2670-2003 (April 30,2003); HRO Part 

2, Chapter 14, Hostile Fire Pay 

May not be redelegated 

Premium Pay Limitations (Emergency 
determinations under 5 XLS.C. 5547(b)(1)) 

AAG/A 

28 CFR 0.76(f), AG Order No. 2635-2002, November 

29,2002; HRO Part 2, Chapter 14, Premium Pay 
Limitations 

May not be redelegated 
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Appendix G 
Table of Delegation 
Compensation (Continued) 


AUTHORITY 

DELEGATION 

SOURCE 

REDELEGATION 

Premium Pay Limitations (Mission-critical 
determinations under 5 U.S.C. 5547(b)(3)) 

Bureau Heads 

28 CFR 0.76(f), AG Order No. 2635-2002, November 

29, 2002; HRO Part 2, Chapter 14, Premium Pay 
Limitations 

May not be redelegated 

Authority to Waive 5jU.S.C. 5547 

Premium Pay Limitation for Certain 

Work Performed Overseas for Calendar 
Year 2008 

Component Head. (Approval of 
delegated authority is subject to 
approval by the Attorney General 
(AG) each year.) 

Attorney Genera] (AG) Order No. 2981-2008 

28 U.S.C. sections 509 and 510, andP.L. 109-163, 
section 1105 (2006), as amended by P.L. 109-364, 
section 1105 (2006), and by P.L. 110-181, section 1101 
(2008) 

May no be redelegated 

Department classification appeal decisions 

Director, Human Resources, IMD 

28 CFR0.76(o) and 0.138; HRO Part 2, Chapter 15; 
and delegation from the Director, OARM to the 

Director, Human Resources, JMD (5-14-03) 

May not be redelegated 

Awards—Approval of cash awards up to 
$7,500 (non-attorneys) except SES 

Component Head 

28 CFR 0.143 

May be redelegated 

Awards—Approval oi 

$7,500 for attorneys, 
students, GS-15 and j 

f cash awards up to 
law clerks, and law 
below, or equivalent 

Component Head 

Delegation from the DAG to the Director, OARM 
(August 16,2001); OARM Memorandum 95-18 
(November 30,1995) 

May be redelegated 

Aw ards—Approval of cash awards above 
$7,500 up to $10,000 

Retained by Attorney General 

28 CFR 0.11(a) 

May be redelegated 

Awards—Approval of cash awards above 

$10,000 up to $25,000 

Retained by OPM 

5 U.S.C. 4502 

May not be redelegated 
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Appendix G 
Table of Delegation 
Compensation (Continued) 


AUTHORITY 

DELEGATION 

SOURCE 

REDELEGATION 

Awards-Approval of all Superior 
Accomplishment Awards (Special Act or 
Service) up to $5,000 for SL 

Retained by the Deputy Attorney 

General 

Delegations from the DAG (Dec* 29, 1999) effective 

March 1,2000, Performance Management for the SES 
and SL 

May. not be redelegated 

Approval of time-ofi 

(except SES) 

[ as an incentive award 

Component Head 

28 CFR 0.138 

May be redelegated 

Administrative Leave 

Component Head 

DOJ Order 1630. IB, Leave Administration, Chapter 14 

(Jul. 22,1991) 

May not be redelegated 

Administrative Leave of more than 10 

work days 

AAG/A or designee 

DOJ Order 1630. IB, Leave Administration, Chapter 14 

(Jul. 22, 1991) 

| AAG/A memorandum (Sep. 27,2002) 

May not be redelegated 
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Appendix G 
Table of Delegation 
Labor/Employee Relations 



AUTHORITY 

DELEGATION 

SOURCE 

REDELEGATION 

Discipline and adverse actions 

Bureau Head 

HRO Part 3, Chapter 1, Discipline and Adverse 

Actions 

May be redelegated 


Workforce Development 


AUTHORITY 

DELEGATION 

SOURCE 

REDELEGATION 

Authority to select, assign, and pay for 
training for employees, except Presidential 
appointees 

Bureau Head 

28 CFR 0.153 

May be redelegated 

Authority to designate Presidential 
appointees for training 

Retained by the AG 

5 CFR 410.302 and E.0.11895 

May not be redelegated 

Payment of expenses for credentials, 
accreditation, licenses, certification, and 
examinations Note: Expenses may NOT 
be paid on behalf of ainy employee 
occupying or seeking jto qualify for 
appointment to any position that is 
excepted from the competitive service 
because of the confidential, 
policy-determining, policy making, or 
policy-advocating character of the 
position, or any attorney position 

Component Head for GS and 
Prevailing Rate employees; DAG 
for SES and equivalent employees 

28 CFR 0.75,0.76(o), 0.77, 0.79, and 0.138; HRO 

Part 5, Chapter 2, Payment of Expenses for 

Credentials, Accreditation, Licenses, Certification, 
and Examinations 

May be redelegated 
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Appendix G 
Table of Delegation 
Senior Executive Service 


AUTH( 

DR1TY 

DELEGATION 

SOURCE 

REDELEGATION 

Approval of SES performance appraisals, 
except for OIG SES employees and key 
career executives 

Component Head 

28 CFR 0.15; delegations from the DAG (Dec. 29, 

1999) effective March 1,2000 

May not be xedelegated 

Approval of SES performance appraisals 
for key career executives 

Retained by DAG 

Same as above 

May not be redelegated 

Approval of SES performance appraisals 
for OIG SES employees 

Inspector General 

P.L. 95-452, Oct 12,1978, and delegation from the 

Attorney General (Apr. 24,1990) 

May not be redelegated 

Awards-Approvai of jail performance 
awards, i.e., bonuses for SES 

i 

Retained by the Deputy Attorney 

General 

Delegations from the DAG (Dec. 29,1999) effective 
March 1,2000, Performance Management for the SES 
and SL 

May not be redelegated 

Awards-Approval of jail Superior 
Accomplishment Awards (Special Act or 
Service) up to $7,500 jfor SES 

Retained by the Deputy Attorney 
General 

Delegations from the DAG (Dec. 29,1999) effective 
March 1,2000, Performance Management for the SES 
and SL 

May not be redelegated 

Grant most formal determinations 

Agency Designee 

(See HRO Part 11, Chapter l, 

paragraph C.2.) 

HRO Part 11, Chapter 1, Procedures for Complying 

•with Ethics Requirements 

May be redelegated in 

writing 
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Appendix G 
Table of Delegation 
Ethics 
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AUTHORITY 

DELEGATION 

SOURCE 

REDELEGATION 

Waive prohibitions ojn certain outside 
employment 

Deputy Attorney General 

HRO Part 11, Chapter 1, Procedures for Complying 
with Ethics Requirements 

May be redelegated in 

writing 

Approve outside employment related to 
duties 

( 

Agency Designee 

(See HRO Part 11, Chapter 1, 

paragraph C.2.) 

HRO Part 11, Chapter 1, Procedures for Complying 
with Ethics Requirements 

May be redelegated in 
writing 

Certify public financial disclosure reports 

L 

Agency Designee 

(See HRO Part 11, Chapter 1, 

paragraph C.2.) 

HRO Part 11, Chapter-1, Procedures for Complying 
with Ethics Requirements 

May be redelegated in 
writing 

Grant first 45-day extension to file public 
financial disclosure reports 

Agency Designee 

(See HRO Part 11, Chapter 1, 

paragraph C.2.) 

HRO Part 11, Chapter 1, Procedures for Complying 
with Ethics Requirements 

May be redelegated in 
writing 

Certify confidential j 
reports 

financial disclosure 

Reviewing Official with knowledge of 
employee's assignments 

HRO Part 11, Chapter 1, Procedures for Complying 
with Ethics Requirements 

May be redelegated in 
„ writing 

Grant extension to file confidential 
financial disclosure reports 

Component Head 

HRO Part 11, Chapter 1, Procedures for Complying 
with Ethics Requirements 

May be redelegated in 
writing 

Authorization of final salary and leave 
payments 

Clearance Officials 

28 CFR 0.75 and 0.76; HRO Part 12, Chapter 2, 
Clearance Procedures for Employees and Contract 
Employees Separating from or Reassigned within 
the Department of Justice 

May not be redelegated 
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Appendix H 

JMD HR Points of Contact 


Name Title 

Mari Barr Santangelo Deputy Assistant Attorney General 

for Human Resources and Administration 

Rod Markham Director, Human Resources 


Phone Number 
202-514-5501 

202^514-4350 
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For more extensive information, please refer to the following website : 

JMD Human Resources : http://www.usdoj.gov/jmd/ps/ 

y Personnel Policies - http://www.usdoj.gov/jmd/ps/hro_table.htm 
y Personnel Guidance - http ://www.usdoj. gov/jmd/ps/newguidance.htm 

JMD Office of Attorney Recruitment and Management: 
http://www.usdoj.gov/jmd/ps/newguidance.htrn 

Departmental Ethics Office: http://www.usdoj.gov/jmd/ethics/index.html 
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U.S. Department of Justice 



Justice Management Division 
Human Resources 


SEP 28 2018 


Mr. Austin R. Evers 

Executive Director 

American Oversight 

1030 15 lh Street, NW, Suite B255 

Washington, DC 20005 



Re: Freedom of Information Act Request, JMD FOIA Tracking Number: 109300 


Dear Mr. Evers: 


On behalf of the Justice Management Division (JMD), I am responding to your Freedom of 
Information Act (FOIA) request July 6, 2017. You have asked for copies of materials entitled 
“Orientation for Political Appointees, Department of Justice”, used since January 2017, and used 
during 2005 and 2009. 

Enclosed is information relevant to your request. JMD did not retain copies of 2005 orientation 
materials. Therefore, the response constitutes approximately 300 pages. 


I trust that this information fully satisfies your request. If you need any further assistance or 
would like to discuss any aspect of your request, please do not hesitate to contact our FOIA 
Public Liaison at (202) 514-3101. 


Sincerely, 




55 ^ 


Director, Human Resources 
Justice Management Division 


Enclosures 
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Orientation for Political 
Appointees 
Department of Justice 


2017 


DOJ-17-0211-B-000001 









U.S. Department of Justice 


Washington, D.C. 20530 


Welcome to the Department of Justice! 

As the Department’s Chief Human Capital Officer, I want to personally welcome you to the 
Department of Justice (DOJ). You are joining a workforce of approximately 120,000 talented 
young men and women who are committed to the mission of the Department. My Human 
Resources and Administration staff, and my colleagues in the Justice Management Division, 
stand ready to support you throughout your time at the Department. 

We have prepared this “DOJ Orientation” binder to assist you as you transition your career to the 
Department of Justice. Note that the following “Table of Contents” is annotated with 
instructions to assist you in knowing which forms to complete along with the many decisions 
you will need to make on benefits. 

If you have any questions, or find that any of the documents or information provided are unclear, 
please do not hesitate to contact me at 202-514-5501, and I will ensure you get timely and 
complete answers. We are here to help and we have knowledgeable staff available to problem- 
solve and answer your questions. 

Again, welcome to the Department of Justice! If there is anything we can do to assist you, please 
do not hesitate to call! 

All mx/ V\/act 



Deputy Assistant Attorney General 
for Human Resources and Administration and 
Chief Human Capital Officer 
RFK Main Room 1114 
PH: (202)514-5501 
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Department of Justice 
Human Resources Contacts 
Executive Resources Team 



Justice Management Division Human Resources 
2 Constitution Square 
145 N Street, NE, Room 9W.220 
Washington, D.C. 20530 

Main Number: (202) 514-4350 

FAX Number: (202) 514-0673 


Mary Lamary 
Director Human Resources 


Tammy Shelton 

Assistant Director Executive Resources 
( 202 ) 532-6935 


Linda Roper 

Political Personnel Coordinator 
(Contractor) 

( 202 ) 616-3713 


Adele Norton 

Human Resources Specialist 


Linda Anderson 

Human Resources Specialist 


Gail Hardin 

JMD/HR Executive Assistant 

MERICAN 


Virginia Thompson 
Human Resources Specialist 
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U.S. Department of Justice 
Orientation 


Section I 


General Pre-employment Forms 



Title: 


Description: 


Form 1-9 
Form OF- 306 
SF-144 
Form DOJ-54 
Form W-4 

Form D-4, MW-507, and VA-4 
Form D4A 

SF-1199A 
Form AD-349 
Form DOJ-543 
SF-181 
SF-256 


Employment Eligibility Verification 
Declaration for Federal Employment 
Statement of Prior Federal Service 
Attorney’s Entry-on-Duty Bar Certification 
Federal Income Tax Withholding 
State Income Tax Withholding (Select one) 

Certificate of Nonresidence in the District of Columbia (For 
non-DC residents only) 

Direct Deposit Sign-Up Form 
Employee Address Form 
Employee Locator Information 

Ethnicity and Race Identification (Completion is Optional) 
Self Identification of Handicap (Completion is Optional) 


Section 2 

Employee Benefits _ 

Summary of Benefits Actions & Benefits Points of Contact 

TAB 1: Federal Employees Health Benefits (FEHB) and Federal Employees Dental and 

Vision Insurance Program (TEDVIP) 

Booklet Federal Employee Health Benefits (FEHB) 

SF-2809 Health Benefits Election Form 

TAB 2: Flexible Spending Account for Federal Employees (TSAFEDS) 

Booklet Summary Sheet and FSAFEDS Dependent Care and Health 

Care Accounts 

TAB 3: Long Term Care Insurance 

Brochure Program Highlights 

TAB 4: Federal Employees’ Group Life Insurance (FEGLI) 

Booklet Federal Employee’s Group Life Insurance (FEGLI) 

SF-2817 Life Insurance Election Form 


AMERICAN 
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TAB 5: Federal Employees Retirement System (TERS1 
Booklet Overview of FERS Program 


TAB 6: Thrift Savings Plan (TSPi 

Booklet 

TSP-1 


Summary of the TSP Program 
TSP Election Form 


TAB 7: Designation of Beneficiary 

SF-1152 ' ~ " 

SF-2823 

SF-3102 

TSP-3 


Unpaid Compensation of Deceased Civil Employee Form 
FEGLI Beneficiary Form 
FERS Beneficiary Form 
TSP Beneficiary Form 


Management Information! 


Merit System Principles 
Prohibited Personnel Practices 
Records Management Policy 
Ethics Program and Policy 


Section 3 


Section 4 

| Agency Information | 

DOJ Mission/Core Values 
DOJ Organizational Chart 
Main Justice Building Floor Plans 


- Section 5 

|Key Policies | 

DOJ Policy on Prevention of Harassment in the Workplace 

DOJ Policy on Domestic Violence, Sexual Assault, and Stalking 

Office of Special Counsel — Know Your Rights When Reporting Wrongs 

Whistleblowing/Whistleblower Retaliation 

DOJ Equal Employment Opportunity Policy 

DOJ Diversity Management Policy Statement 


Section 6 

Helpful Information I 


Office of Special Counsel - “Your Rights as a Federal Employee” 

My Employee Personnel Page 

LeamDOJ 

DOJ Pro Bono Program and Policy 

Employee Assistance Program - Counseling and Support Services 
Helpful Websites 

AMERICAN 
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Department of Homeland Security 

U.S. Citizenship and Immigration Services 


Form 1-9 

OMB No. 1615-0047 
Expires 08/31/2019 


/TART HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically, 
. during completion of this form. Employers are liable for errors in the completion of this form. 

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which 
document(s) an employee may present to establish employment authorization and identity. The refusal to hire or continue to employ 
an individual because the documentation presented has a future expiration date may also constitute illegal discrimination. 



I am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in 
connection with the completion of this form. . 


1 attest, under penalty of perjury, that I am (check one of the following boxes): 


□ 1. A citizen of the United States 


□ 2. A noncitizen national of the United States ('See instructions) 


□ 3. A lawful permanent resident (Alien Registration Number/USCIS Number); 


\ 


1 | 4. An alien authorized to work until (expiration date, if applicable, mm/dd/yyyy): 

Some aliens may write "N/A" in the expiration date field. (See instructions) 

Aliens authorized to work must provide only one of the following document numbers to complete Form f-9: 

An Alien Registration Number/USCIS Number OR Form 1-94 Admission Number OR Foreign Passport Number 

1- Alien Registration Number/USCIS Number: 

OR 

2. Form 1-94 Admission Number: 

OR 

3. Foreign Passport Number: _ 


Country of Issuance: 


QR Code - Section 1 
Do Not Write fn This Space 


Signature of Employee 


Today's Oate (mm/dd/yyyy) 



I attest, under penalty of perjury, that I have assisted in the completion of Section 1 of this form and that to the best of my 
knowledge the information is true and correct 


Signature of Preparer or Translator 

Today's Date (mm/dd/yyyy) 

Last Name (Family Name) 

First Name (Given Name) 

Address (Street Number and Name) 

City or Town 

State 

ZIP Code 

yypMvipWyer.Ci 

implete 

Co 

f 

1 

# 
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Department of Homeland Security 

U.S. Citizenship and Immigration Services 


Form 1-9 

OMB No. 1615-0047 
Expires 08/31/2019 


Employee Info from Section 1 


Last Name (Family Name) 


UMmmwi 




First Name (Given Name) 


M.L 




Citizenship/Immigration Status 


List A OR 

identity and Employment Authorization 

| Document Title 


List B 

Identity 


AND 


List C 

Employment Authorization 


Document Title 


Issuing Authority 


Document Number 


Expiration Date (if any)(mm/dd/yyyy) 


Document Title 


issuing Authority 


Document Number 


Expiration Date (if any) (mm/dd/yyyy) 


Document Title 


*Hiing Authority 


\.cument Number 


-xpiration Date (if any) (mm/dd/yyyy) 




Document Title 


Issuing Authority 


Issuing Authority 


Document Number 


Document Number 


Expiration Date (if any)(mm/dd/yyyy) 


Expiration Date (if any)(mm/dd/yyyy) 


Additional Information 


QR Code - Sections 2 & 3 
Do Not Write fn This Space 


Certification: I attest, under penalty of perjury, that (1) I have examined the document(s) presented by the above-named employee, 
(2) the above-listed documents) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the 
employee is authorized to work in the United States. 


The employee's first day of employment (mm/dd/yyyy): 


(See instructions for exemptions) 


Signature of Employer or Authorized Representative 


Today's Dat e(mm/dd/yyyy) Title of Employer or Authorized Representative 


Last Name of Employer or Authorized Representative 


First Name of Employer or Authorized Representative 


Employer's Business or Organization Address (Street Number and Name) City or Town 


Employer's Business or Organization Name 


State ZIP Code 





- ---.. ■ 

A. New Name (if applicable) 

B. Date of Rehire (if applicable) 

Last Name (Family Name) 

First Name (Given Name) 

Middle Initiaf 

Date (mm/dd/yyyy) 

C. If the employee s previous grant of employment authorization has expired, provide the information for the document or receipt that establishes 

continuing employment authorization in the space provided below. 

Document Title 

Document Number 

Expiration Date (if any) (mm/dd/yyyy) 


employee presented document(s), the document(s) I have examined appear to be genuine and to relate to the individual'. 


ature of Employer or Authorized Representative Today’s Date (mm/dd/yyyy) Name of Employer or Authorized Representative 


Mgh 
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LISTS OF ACCEPTABLE DOCUMENTS 
All documents must be UNEXPIRED 

Employees may present one selection from List A 
or a combination of one seiection from List B and one selection from List C. 


LIST A 

mu 

B 

LIST B 

LIST C 

Documents that Establish 


Documents that Establish 

Documents that Establish 

Both Identity and 

iH 

IS 

Identity 

Employment Authorization 

Employment Authorization 

OR 

feSSM 

AND 



1. U.S. Passport or U.S. Passport Card 


2. Permanent Resident Card or Alien 
Registration Receipt Card (Form 1-551) 


3. Foreign passport that contains a 
temporary 1-551 stamp or temporary 
1-551 printed notation on a machine- 
readabie immigrant visa 


4, Employment Authorization Document 
that contains a photograph (Form 
1-766) 


5, For a nonimmigrant alien authorized 
to work for a specific employer 
because of his or her status: 

a. Foreign passport; and 

b. Form 1-94 or Form I-94A that has 
the following: 

(1) The same name as the passport; 
and 

(2) An endorsement of the alien's 
nonimmigrant status as long as 
that period of endorsement has 
not yet expired and the 
proposed employment is not in 
conflict with any restrictions or 
limitations identified on the form. 


Passport from the Federated States of 
Micronesia (FSM) or the Republic of 
the Marshall Islands (RMI) with Form 
1-94 or Form I-94A indicating 
nonimmigrant admission under the 
Compact of Free Association Between 
the United States and the FSM or RMI 


1. Driver's license or ID card issued by a 
State or outlying possession of the 
United States provided it contains a 
photograph or information such as 
name, date of birth, gender, height, eye 
color, and address 


2. ID card issued by federal, state or local 
government agencies or entities, 
provided it contains a photograph or 
information such as name, date of birth, 
gender, height, eye color, and address 


3. School ID card with a photograph 


4. Voter's registration card 


5. U.S. Military card or draft record 


6. Military dependent’s ID card 


7. U.S. Coast Guard Merchant Mariner 
Card 


8. Native American tribal document 


9. Driver's license issued by a Canadian 
government authority 


For persons under age 18 who are 
unable to present a document 
listed above: 


10. School record or report card 


11. Clinic, doctor, or hospital record 


12. Day-care or nursery school record 


A Social Security Account Number 
card, unless the card includes one of 
the following restrictions: 

(1) NOT VALID FOR EMPLOYMENT 

(2) VALID FOR WORK ONLY WITH 
INS AUTHORIZATION 

(3) VALID FOR WORK ONLY WITH 
DHS AUTHORIZATION 


Certification of report of birth issued 
by the Department of State (Forms 
DS-1350, FS-545, FS-240) 


3. Original or certified copy of birth 
certificate issued by a State, 
county, municipal authority, or 
territory of the United States 
bearing an official seal 


Native American tribal document 


U.S. Citizen ID Card (Form 1-197) 


Identification Card for Use of 
Resident Citizen in the United 
States (Form 1-179) 


Employment authorization 
document issued by the 
Department of Homeland Security 


Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274). 
Refer to the instructions for more information about acceptable receipts. 
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Declaration for Federal Employment* 

{‘This form may also be used to assess fitness for federal contract employment) 


Vtructions 

The information collected on this form is used to determine your acceptability for Federal and Federal contract employment and your 
enrollment status in the Government’s Life Insurance program. You may be asked to complete this form at any time during the hiring 
process. Follow instructions that the agency provides. If you are selected, before you are appointed you will be asked to update 
your responses on this form and on other materials submitted during the application process and then to recertify that your answers 


All your answers must be truthful and complete. A false statement on any part of this declaration or attached forms or sheets 
may be grounds for not hiring you, or for firing you after you begin work. Also, you may be punished by a fine or 
imprisonment (U.S. Code, title 18, section 1001). 


Either type your responses on this form or print clearly in dark ink. If you need additional space, attach letter-size sheets (8 5" XII") 
Include your name. Social Security Number, and item number on each sheet. We recommend that you keep a photocopy of vour 
completed form for your records. 


Privacy Act Statement 

The Office of Personnel Management is authorized to request this information under sections 1302, 3301. 3304, 3328, and 8716 of 
title 5. U_S Code. Section 1104 of title 5 allows the Office of Personnel Management to delegate personnel management functions 
to other Federal agencies. If necessary, and usually in conjunction with another form or forms, this form may be used in conducting 
an investigation to determine your suitability or your ability to hold a security clearance, and it may be disclosed to authorized officials 
making similar, subsequent determinations. 


dumber (SSN) is needed to keep our records accurate, because other people may have the same name and 
birth date Public Law 104-134 (April 26. 1996) asks Federal agencies to use this number to help identify individuals in agency 
-ecords. Giving us your SSN or any other information is voluntary. However, if you do not give us your SSN or any other information 
guested, we cannot process your application. Incomplete addresses and ZIP Codes may also slow processing 


ROUTINE USES. Any disclosure of this record or information in this record is in accordance with routine uses found in System 
Notice OPM/GOVT-1. General Personnel Records. This system allows disclosure of information to: training facilities' organizations 
deeding claims for retirement, insurance, unemployment, or health benefits; officials in litigation or administrative proceedings where 
the Government is a party; law enforcement agencies concerning a violation of law or regulation; Federal agencies for statistical 
reports and studies; officials of labor organizations recognized by law in connection with representation of employees' Federal 
agencies or other sources requesting information for Federal agencies in connection with hiring or retaining, security clearance 
security or suitability investigations, classifying jobs, contracting, or issuing licenses, grants, or other benefits; public and private 
organizations, mduding news media, which grant or publicize employee recognitions and awards; the Merit Systems Protection 
Board, the Office of Special Counsel, the Equal Employment Opportunity Commission, the Federal Labor Relations Authority the 
National Archives and Records Administration, and Congressional offices in connection with their official functions' prospective 
non-Federal employers concerning tenure of employment, civil service status, length of service, and the date and nature of action for 
separation as shown on the SF 50 (or authorized exception) of a specifically identified individual; requesting organizations or 
individuals concerning the home address and other relevant information on those who might have contracted an illness or been 
exposed to a health hazard; authorized Federal and non-Federal agencies for use in computer matching; spouses or dependent 
children asking whether the employee has changed from a self-and-family to a self-only health benefits enrollment' individuals 
working on a contract, service, grant, cooperative agreement, or job for the Federal government; non-agency members of an 
agency s performance or other panel; and agency-appointed representatives of employees concerning information issued to the 
employees about fitness-for-duty or agency-filed disability retirement procedures. 


Public Burden Statement 


Public burden reporting for this collection of information is estimated to vary from 5 to 30 minutes with an average of 15 
minutes per response, including time for reviewing instructions, searching existing data sources, gathering the data needed and 
completing and reviewing the collection of information. Send comments regarding the burden estimate or any other aspect of the 
collection of information, including suggestions for reducing this burden, to the U.S. Office of Personnel Management Reports and 
Forms Manager (3206-0182), Washington, DC 20415-7900. The OMB number, 3206-0182, is valid OPM may not collect this 
ormation, and you are not required to respond, unless this number is displayed. 


U.S, Office of Personnel Management 
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Declaration for Federal Employment* 

(*This form may also be used to assess fitness for federal contract employment) 

GENERAL INFORMATION ————— 


ILL NAME (Provide your full name. If you have only initials in your name, provide them and indicate "Initial only". If you do not have a middle name, 
.dicate "No Middle Name". If you are a "Jr.," "Sr." etc. enter this under Suffix. First, Middle, Last, Suffix) 

♦ 


2. SOCIAL SECURITY NUMBER 

♦ 

3a. PLACE OF BIRTH (Include city and state or country) 

♦ 

3b. ARE YOU A U.S. CITIZEN? 

| YES | NO (If "NO”, provide country of citizenship) + 

4. DATE OF BIRTH (MM/OD/YYYY) 

♦ 

5. OTHER NAMES EVER USED (For example, maiden name, nickname, etc) 

♦ 

♦ 

6. PHONE NUMBERS (Include area codes) 

Day ♦ 

Night ♦ 


Selective Service Registration 

If you are a male born after December 31, 1959, and are at least 18 years of age, civil service employment law (5 U.S.C. 3328) requires that you 
must register with the Selective Service System, unless you meet certain exemptions. 


7a. Are you a male born after December 31, 1959? r YES r NO (If "NO", proceed to 8.) 

7b. Have you registered with the Selective Service System? {“ YES (If'YES", proceed to 8.) f~ NO (If W. proceed to 7c.) 

7c. If "NO." describe your reason(s) in item 16. 

Military Service 

8. Have you ever served in the United States military? p YES (If "YES", provide information below) NO 


If you answered "YES," list the branch, dates, and type of discharge for all active duty . 
If your only active duty was training in the Reserves or National Guard, answer "NO." 


_.- 

^ ' \, r ’ 








I z 




L 





Background Information 


For all questions, provide all additional requested information under item 16 or on attached sheets. The circumstances of each event 
you list will be considered. However, in most cases you can still be considered for Federal jobs. 


For questions 9,10, and 11, your answers should include convictions resulting from a plea of nolo contendere (no contest), but omit (1) traffic 
fines of $300 or less, (2) any violation of law committed before your 16th birthday, (3) any violation of law committed before your 18th birthday if 
finally decided in juvenile court or under a Youth Offender law, (4) any conviction set aside under the Federal Youth Corrections Act or similar 
state law, and (5) any conviction for which the record was expunged under Federal or state law. 


9. During the last 7 years, have you been convicted, been imprisoned, been on probation, or been on parole? 

(Includes felonies, firearms or explosives violations, misdemeanors, and all other offenses.) if "YES," use item 16 
to provide the date, explanation of the violation, place of occurrence, and the name and address of the police 
department or court involved. 


P NO 


10. Have you been convicted by a military court-martial in the past 7 years? (If no military service, answer "NO.") If 
"YES ," use item 16 to provide the date, explanation of the violation, place of occurrence, and the name and 
address of the military authority or court involved. 


P YES P NO 


11. Are you currently under charges for any violation of law? If "YES, " use item 16 to provide the date, explanation of f" YES P NO 
the violaUon, place of occurrence , and the name and address of the police department or court involved . 


12. During the last 5 years, have you been fired from any job for any reason, did you quit after being told that you 

would be fired, did you leave any job by mutual agreement because of specific problems, or were you debarred 
from Federal employment by the Office of Personnel Management or any other Federal agency? If "YES ," use item 
16 to provide the date, an explanation of the problem, reason for leaving, and the employer's name and address. 


P NO 


you delinquent on any Federal debt? (Includes delinquencies arising from Federal taxes, loans, overpayment j— YF o |— NO 

♦ benefits, and other debts to the U S. Government, plus defaults of Federally guaranteed or insured loans such 
*s student and home mortgage loans.) If "YES," use item 16 to provide the type, length, and amount of the 
delinquency or default, and steps that you are taking to correct the error or repay the debt. 
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Declaration for Federal Employment* 

(‘This form may also be used to assess fitness for federal contract employment) 

Additional Questions 

) any of your relatives work for the agency or government organization to which you are submitting this form? 
^include: father, mother, husband, wife, son, daughter, brother, sister, uncle, aunt, first cousin, nephew, niece, 
father-in-law,mother-in-law, son-in-law, daughter-in-law, brother-in-law. sister-in-law, stepfather, stepmother 
stepson, stepdaughter, stepbrother, stepsister, half brother, and half sister.) If “YES," use item 16 to provide the 
relative's name,relationship, and the department, agency, or branch of the Armed Forces for which your relative 
works. 


15. Do you receive, or have you ever applied for, retirement pay, pension, or other retired pay based on military 
Federal civilian, or District of Columbia Government service? 


P YES f“ NO 


f” YES p NO 


Continuation Space / Agency Optional Questions 


16. 


Provide details requested in items 7 through 15 and 18c in the space below or on attached sheets. Be sure to identify attached sheets with 

^ item and t0 include ZIP Codes in ali ^dresses. If any questions are printed below,please 

answer as instructed (these questions are specific to your position and your agency is authorized to ask them). 


Certifications / Additional Questions 


A p PPL !S A k T: ! fy r are u ap ? ,ying for a P° sition and have not yet been selected, carefully review your answers on this form and any 
r ^ sheets. When this form and ali attached materials are accurate, read item 17, and complete 17a. y 


E t ' f y ° U are be '" 9 a PP° mted - carefully review your answers on this form and any attached sheets, including any other application 
s that y° ur agency has attached to this form. If any information requires correction to be accurate as of the date you are signinT make 
c.<anges on this form or the attachments and/or provide updated information on additional sheets, initialing and dating all changes and additions 
When this form and all attached materials are accurate, read item 17. complete 17b. read 18, and answer 18a, 18b, and 18c as appmpriate 

17 ‘ L C Jf l a fy that ’ th f b f St °PP nowled 9 e and be,ief ' al1 of the information on and attached to this Declaration for Federal Employment 
including any attached application materials, is true, correct, complete, and made in good faith . I understand that a false or fraudulent 
answer to any question or item on any part of this declaration or its attachments may be grounds for not hiring me or for firing 
me after I begin work, and may be punishable by fine or imprisonment. I understand that any information I give may be investigated 
for purposes of determining eligibility for Federal employment as allowed by law or Presidential order. I consent to the release of 
information about my ability and fitness for Federal employment by employers, schools, law enforcement agencies, and other individuals 
f ^ . or g3™zations to investigators, personnel specialists, and other authorized employees or representatives of the Federal Government I 
£?nl rS t tand th f ° r ? nanc,a ‘ or lendin 9 institutions, medical institutions, hospitals, health care professionals, and some other sources of 
information, a separate specific release may be needed, and I may be contacted for such a release at a later date 


17a. Applicant's Signature: _ 

(Sign in ink) 

17b. Appointee's Signature:_ 

(Sign in ink) 


Date 

Date 


Appointing Officer: 

Enter Date of Appointment or Conversion 
MM/DD/ YYYY 


18 ' ™u?p e o ( ^I eS r nd if /° U h T been T p,oyed by the FederaJ Government before): Your elections of life insurance during 

previous Federal employment may affect your eligibility for life insurance during your new appointment. These questions are asked to help 
your personnel office make a correct determination. " 


18a. When did you leave your last Federal job? 

18b. When you worked for the Federal Government the last time, did you waive Basic Life 
'urance or any type of optional life insurance? 


MM /DO /YYYY 

DATE: 

I - YES f no f DO not know 


ryou answered YES’ to item 18b, did you later cancel the waiver(s)? If your answer to item [— Y pq I— 

8c is "NO," use item 16 to identify the type(s) of insurance for which waivers were not 1 * N0 

canceled. 


P DO NOT KNOW 
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STANDARD FORM 144 (Rev. 10/95) 

Office of Personnel Management 

The Guide to Processing Personnel Actions 

Statement of Prior Federal Service 

(PLEASE READ THE FOLLOWING INFORMATION BEFORE COMPLETING THIS FORM) 


vacy Act Statement 

oection 6303 of 5 U.S.C, r “Annual Leave Accrual," authorizes col¬ 
lection of information to determine and record service that may be 
creditable for accrual of annual leave. Part 351.503, 5 C.F.FL, 
“Length of Service," authorizes collection of data to determine and 
record service that may be creditable for reduction-in-force reten¬ 
tion purposes. 

Information about prior Federal civilian and military service is col¬ 
lected and maintained in your Official Personnel Folder (OPF). The 
information you furnish may be disclosed to other Federal agencies 


or Congressional or Judicial Offices in order to verify it or in con¬ 
nection with your application for a job, license, grant, or other ben¬ 
efit. It may also be disclosed to a national, state, or local law 
enforcement agency where there is indication of a violation or 
potential violation of civil or criminal law or regulation, or to another 
Federal agency or court when the Government is party to a suit. 

Furnishing this information is voluntary; however, failure to do so 
may result in your not receiving credit for prior Federal service. 


I. What Is Needed to Verify Prior Service 

In order for your employing agency to credit your prior Federal ser¬ 
vice for benefits, such as leave accrual and reduction-in-force reten¬ 
tion, the dates of your active uniformed service and the type(s) of 
appointments) and dates of civilian service must be verified. Dates 
of active uniformed service are verified from the records issued by 
the branch of service in which you served. Dates and types of 
appointments to civilian positions are usually verified from Notifi¬ 
cations of Personnel Action (Standard Form 50 or CSC- or OPM- 
approved exceptions thereto), and payroll records (including records 
of deductions made under the Civil Service Retirement System— 
Standard Form 2806, or the Federal Employees Retirement Sys¬ 
tem-Standard Form 3100). The information on the application or 
ro ' n e you submitted for the appointment you are receiving, along 
iQ information on page 2 of this form, will be used by your 
-icy to identify the Federal employers and periods of employ- 
t for which records must be obtained to verify the prior service. 

When Notification of Personnel Action or payroll records cannot be 
located to verify a period of service, and the service was covered by 
Social Security, a detailed statement of earnings information (show¬ 
ing periods of employment and the name of the employer) from the 
Social Security Administration will be accepted as proof of service. 

If no personnel, payroll, or Social Security records can be located, 
then your agency can accept secondary evidence of civilian em¬ 
ployment, as explained below. 

IL Use of Secondary Evidence to Verify Federal Service 

Secondary evidence may be considered as proof of Federal civilian 
service only when official Government records are tost, destroyed, or 
incomplete. Necessarily, the burden of proof is on the person 
claiming service that is not supported by official records in the cus¬ 
tody of the U.S. Government. If you decide to claim credit fora peri¬ 
od of service by submitting secondary evidence, it is important that 
you submit all documents in your possession that tend to prove 
you performed the service claimed, and that the service, if per¬ 
formed, was creditable for leave accrual and reduction-in-force pur¬ 
poses. No credit can be allowed for any service that is not sub¬ 
stantiated by valid and conclusive secondary evidence. The follow¬ 
ing is applicable only if you are providing secondary evidence. 


A. Documentary Evidence: Submit as many as possible of the doc¬ 
uments listed in item 1 below. If your agency finds that these docu¬ 
ments are insufficient to determine creditability, the documents listed 
in items 2 and 3 may be considered, but less weight will be given to 
such evidence. 

1. Copies of official documents or letters about the service. These 
may be notices on appointment/separation; notices of changes 
in position/salary, organization, or headquarters; travel orders; 
payroll cards; ID’s, etc. 

2. Private records such as a diary, correspondence, copies of in¬ 
come tax returns, employment applications, credit applications, 
etc., that mention the Federal employer and the claimed service. 
Private records must have been made during or shortly after 
period of service. 

3. Any other documentary evidence tending to prove the service 
was actually performed and the starting and ending dates of 
the service. 

B. Affidavit Evidence: If you are not able to supply copies of official 
documents (as described in item 1 above) that are sufficient for your 
agency to make a determination of creditability, you must submit affi¬ 
davits from yourself and at least two other persons (preferably your 
supervisors) who know the facts. If you can obtain no documentary 
evidence (items 1, 2, and 3, above) to support your claim, you may 
submit these affidavits only; however, your claim is more likely to be 
rejected without supporting documents. The required affidavits are 
from: 

—The employee, stating as many of the details on the affidavit as 
can accurately be remembered. 

—At least two persons knowing the facts. Each person should 
show that he or she is in a position to know the facts sworn to, 
and give his or her age and mailing address. 

Affidavits must be sworn to or affirmed before a notary public or 
other officer who is authorized by law to administer oaths. 

C. Warning: Any submission may be investigated. Intentional false 
statements, willful concealments, or using documents you know are 
false, fictitious, or fraudulent is punishable by fine/imprisonment (18 
U.S.C. 1001). 
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Standard Form 144 (Rev. 10/95) Page 2 

Office of Personnel Management 

The Guide to Processing Personnel Actions 

STATEMENT OF PRIOR FEDERAL SERVICE 

To be Completed by Employee 


\ 


.. Name (Last, First, Middle Initial) 


2. Social Security Number 


3, Data of Birth (Month, Day, Year) 


4. Does the application or resume that you submitted, for the position to which you are being appointed, list all of your Federal government 

civilian and uniformed service, including beginning and ending dates, as well as the type of appointment and work schedule for civilian service? 
CZ1 Yes — If “Yes", check this block and skip to Item 8. CD No — If "No", check this block and complete Items 5-9. 

5. List below your prior civilian service. Include service with the DC Government on appointments made before October 1, 1987, 


NAME ANO LOCATION OF AGENCY 

FROM 

TO 

TYPE OF APPOINTMENT 

AND WORK SCHEDULE 
(Full-Time, Part-Time, or Intermittent) 

Year 

Month 

Day 

Year 

Month 

Day 










6. During periods of employment shown in item 5, did you have a total of more than 6 months' absence without pay during any one calendar 
year? 

CZJ Yes — If “Yes", list the following Information. 


CCI No — If “No", go to Item 7. 


TYPE OF ABSENCE, IF KNOWN 
(LWOR Furlough. Suspension. AWOL. 
or Placement in Nonpay Status) 

FROM 

TO 

TOTAL 

Year 

Month 

Day 

Year 

Month 

Day 

YEARS 

MONTHS 

DAYS 

\ 











reservist, and active service in the commissioned corps of the Public Health Service or the National Oceanic and Atmospheric Administration. 


BRANCH OF SERVICE 


FROM 


Year 


Month 


Day 


TO 


Year 


Month 


Day 


DISCHARGE 

(Honorable or Dishonorable) 


8. Do you claim any type of veterans’ preference which has not been verified? 

dJ No 1—1 Yes —* Check one of the statements, if It applies to you. 1 claim preference as the: 

1—1 Spouse of a disabled veteran l J Mother of a deceased or disabled veteran 1 1 l 

Unmarried widow/widower of a veteran 

9 CERTIFICATION: The prior Federal civilian and uniformed service listed on my application/resume and listed above constitutes my entire 

rd of Federaf employment. 1 have no other Federal service for which I want to claim credit. 

■mature 

Date 
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U.S. Department of Justice 


Attorney's Entry-On-Duty Bar Certification 


I,__, understand that each Department of Justice attorney must maintain an 

(Name) 

"active" membership in the bar of at least one State, territory or the District of Columbia. I hereby certify 
that I am an "active" member of the bar in_ 

(State, territory or District of Columbia) 

and that my bar membership number (if any) is_. I further understand that 

failure on my part to maintain an "active" bar membership at any time during my employment as an 
attorney at the Department may result in my pay being withheld and subject me to possible disciplinary 
action. 


In addition, for purposes of my background investigation, I hereby certify that, in addition to being an 
"active" member of the bar in the jurisdiction identified above, l am a member of the bar of each State or 
territory fisted below: 


State 

Date of Admission 
(Provide month, day and year) 

Membership Status 

(For each State listed, you must check one) j 

Active Inactive 














Have you illegally used any drug or controlled substance (including any prescription drug not prescribed 
to you) since becoming a member of the Bar of any State, territory, or the District of Columbia? 

Yes No 


Signature 


Date 

FORM DOJ-54 
JUNE 2016 
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Form W-4 (2017) 

Purpose. Complete Form W-4 so that your 
^ employer can withhold the correct federal income 
N tax from your pay. Consider completing a new Form 
jyV-4 each year and when your personal or financial 
situation changes. 

Exemption from withholding. If you are exempt, 
complete only tines 1,2, 3, 4, and 7 and sign the 
form to validate it. Your exemption for 2017 expires 
February 15,2018. See Pub. 505, Tax Withholding 
and Estimated Tax. 

Note: If another person can claim you as a dependent 
on his or her tax return, you can’t claim exemption 
from withholding if your total income exceeds $1,050 
and includes more than $350 of unearned income (for 
example, interest and dividends). 

Exceptions. An employee may be able to claim 
exemption from withholding even if the employee is 
a dependent, if the employee: 

• Is age 65 or older, 

• Is blind, or 

• Will ciaim adjustments to income; tax credits; or 
itemized deductions, on his or her tax return. 


The exceptions don’t apply to supplemental wages 
greater than $1,000,000. 

Basic instructions. If you aren't exempt, complete 
the Personal Allowances Worksheet below. The 
worksheets on page 2 further adjust your 
withholding allowances based on itemized 
deductions, certain credits, adjustments to income, 
or two-earners/multiple jobs situations. 

Complete all worksheets that apply. However, you 
may claim fewer (or zero) allowances. For regular 
wages, withholding must be based on allowances 
you claimed and may not be a flat amount or 
percentage of wages. 

Head of household. Generally, you can claim head 
of household filing status on your tax return only if 
you are unmarried and pay more than 50% of the 
costs of keeping up a home for yourself and your 
dependent(s) or other qualifying individuals. See 
Pub. 501, Exemptions, Standard Deduction, and 
Filing Information, for information. 

Tax credits. You can take projected tax credits into 
account in figuring your allowable number of 
withholding allowances. Credits for child or dependent 
care expenses and the child tax credit may be claimed 
using the Personal Allowances Worksheet below. 
See Pub. 505 for information on converting your other 
credits into withholding allowances. 


Nonwage Income. If you have a large amount of 
nonwage income, such as interest or dividends, 
consider making estimated tax payments using Form 
1040-ES, Estimated Tax for Individuals. Otherwise, 
you may owe additional tax. If you have pension or 
annuity income, see Pub. 505 to find out if you should 
adjust your withholding on Form W-4 or W-4P. 

Two earners or multiple jobs, if you have a 
working spouse or more than one job, figure the 
total number of allowances you are entitled to claim 
on all jobs using worksheets from only one Form. 
W-4. Your withholding usually will be most accurate 
when all allowances are claimed on the Form W-4 
for the highest paying job and zero allowances are 
claimed on the others. See Pub. 505 for details. 

Nonresident alien. If you are a nonresident alien, see 
Notice 1392, Supplemental Form W-4 Instructions for 
Nonresident Aliens, before completing this form. 
Check your withholding. After your Form W-4 takes 
effect, use Pub. 505 to see how the amount you are 
having withheld compares to your projected total tax 
for 2017. See Pub. 505, especially if your earnings 
exceed $130,000 (Single) or $180,000 (Married). 

Future developments. Information about any future 
developments affecting Form W-4 (such as 
legislation enacted after we release it) will be posted 
at www.irs.gov/w4. 


Personal Allowances Worksheet (Keep for your records.) 


A 

B 

C 

D 

E 

F 

G 



Enter "1” for yourself if no one else can claim you as a dependent. 

{ • You're single and have only one job; or 

• You're married, have only one job, and your spouse doesn’t work; or 
• Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less. 

Enter “1 ” for your spouse. But, you may choose to enter “-0-" if you are married and have either a working spouse or more 

than one job. (Entering 1 -0-" may help you avoid having too little tax withheld.). 

Enter number of dependents (other than your spouse or yourself) you will claim on your tax return. 

Enter “1" if you will file as head of household on your tax return (see conditions under Head of household above) . . 

Enter “1 ” if you have at least $2,000 of child or dependent care expenses for which you plan to claim a credit . . . 

(Note: Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.) 

Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credit, for more information. 

• if your total income will be less than $70,000 ($100,000 if married), enter “2” for each eligible child; then less “1” if you 
have two to four eligible children or less “2" if you have five or more eligible children. 

• If your total income will be between $70,000 and $84,000 ($100,000 and $119,000 if married), enter “1" for each eligible child. 
Add lines A through G and enter total here. (Note: This may be different from the number of exemptions you claim on your tax return.) ► 


For accuracy, 

complete all 
worksheets 
that apply. 


• If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions 
and Adjustments Worksheet on page 2. 

• if you are single and have more than one job or are married and you and your spouse both work and the combined 
earnings from all jobs exceed $50,000 ($20,000 if married), see the Two-Eamers/Multiple Jobs Worksheet on page 2 
to avoid having too little tax withheld. 

• If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below. 


W-4 


Form 

Department of the Treasury 
Intern af Revenue Service 


- Separate here and give Form W-4 to your employer. Keep the top part for your records. - 

Employee’s Withholding Allowance Certificate 

► Whether you are entitled to claim a certain number of allowances or exemption from withholding is 
subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS. 


OMB No. 1545-0074 


>@17 


Your first name and middle initial 


Last name 


2 Your social security number 


Home address (number and street or rural route) 


3 0 Single 0 Married 0 Married, but withhold at higher Single rate. 

Note: II married, but legally separated, or spouse is a nonresident alien, check the "Single” box. 


City or town, state, and ZIP code 


4 If your last name differs from that shown on your social security card, 
check here. You must call 1-800-772-1213 for a replacement card. ► 0 


Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2) 
Additional amount, if any, you want withheld from each paycheck.. 


I claim exemption from withholding for 2017, and I certify that I meet both of the following conditions for exemption. 
• Last year I had a right to a refund of all federal income tax withheld because I had no tax liability, and 



If you meet both conditions, write “Exempt” here. 

.► 

7 

Under penalties of perjury, 1 declare that 1 have examined this certificate and, to the best of my knowledge and belief, it is true, correct, and complete. 

Employee’s signature 

. (This form is not valid unless you sign it.) ► Date ► 

J 8 Employer’s name and address (Employer: Complete lines 8 and 10 only if sending to the IRS.) 

9 Office code (optional) 

10 Em p 1 oy e rid ent if ication n u mb er (E1N) 

For Privacy Act and Paperwork Reduction Act Notice, see page 2. 

Cat. No. 10220Q 

Form W-4 (2017) 
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Form W-4 (2017) 


Page 2 


Deductions and Adjustments Worksheet 


Note: Use this worksheet only if you plan to itemize deductions or claim certain credits or adjustments to income. 

X 1 Enter an estimate of your 2017 itemized deductions. These include qualifying home mortgage interest, charitable contributions, state 
and local taxes, medical expenses in excess of 10% of your income, and miscellaneous deductions. For 2017, you may have to reduce 
your itemized deductions if your income is over $313,800 and you're married filing jointly or you're a qualifying widow(er); $287,650 
if you’re head of household; $261,500 if you're single, not head of household and not a qualifying widow(er); or $156,900 if you're 

married filing separately. See Pub. 505 for details. 

‘ $12,700 if married filing jointly or qualifying widow(er) 

2 Enter: $9,350 if head of household 

• $6,350 if single or married filing separately 

3 Subtract line 2 from line 1 . If zero or less, enter “-0-". 3 

4 Enter an estimate of your 2017 adjustments to income and any additional standard deduction (see Pub. 505) 4 

5 Add lines 3 and 4 and enter the total. (Include any amount for credits from the Converting Credits to 

Withholding Allowances for 2017 Form W-4 worksheet in Pub. 505.). 5 

6 Enter an estimate of your 2017 nonwage income (such as dividends or interest). 6 

7 Subtract line 6 from line 5. If zero or less, enter "-0-”. 7 

8 Divide the amount on line 7 by $4,050 and enter the result here. Drop any fraction. 8 

9 Enter the number from the Personal Allowances Worksheet, line H, page 1. 9 

10 Add lines 8 and 9 and enter the total here. If you plan to use the Two-Earners/Multiple Jobs Worksheet, 

also enter this total on line 1 below. Otherwise, stop here and enter this total on Form W-4, line 5, page 1 io 


Two-Earners/Multiple Jobs Worksheet (See Two earners or multiple jobs on page 1.) 


Note: Use this worksheet only if the instructions under line H on page 1 direct you here. 

1 Enter the number from line H, page 1 (or from line 10 above if you used the Deductions and Adjustments Worksheet) 

2 Find the number in Table 1 below that applies to the LOWEST paying job and enter it here. However, if 

you are married filing jointly and wages from the highest paying job are $65,000 or less, do not enter more 
than “3". 

3 If line 1 is more than or equal to line 2, subtract line 2 from line 1. Enter the result here (if zero, enter 

< ‘-0- M ) and on Form W-4, line 5, page 1. Do not use the rest of this worksheet. 

Note: If line 1 is less than line 2, enter “-0-” on Form W-4, line 5, page 1. Complete lines 4 through 9 below to 
figure the additional withholding amount necessary to avoid a year-end tax bill. 

4 Enter the number from line 2 of this worksheet. 4 _ 

5 Enter the number from line 1 of this worksheet.. 5 _ 

6 Subtract line 5 from line 4. 

7 Find the amount in Table 2 below that applies to the HIGHEST paying job and enter it here .... 

8 Multiply line 7 by line 6 and enter the result here. This is the additional annual withholding needed . . 

9 Divide line 8 by the number of pay periods remaining in 2017. For example, divide by 25 if you are paid every two 
weeks and you complete this form on a date in January when there are 25 pay periods remaining in 2017. Enter 
the result here and on Form W-4, line 6, page 1. This is the additional amount to be withheld from each paycheck 


6 

7 

8 


Table 1 


Table 2 


Married Filing Jointly 


All Others 


Married Filing Jointly 


If wages from LOWEST 
paying job are- 

Enter on 
line 2 above 

If wages from LOWEST 
paying job are— 

Enter on 
line 2 above 

If wages from HIGHEST 
paying job are— 

Enter on 
line 7 above 

If wages from HIGHEST 
paying job are— 

Enter on 
line 7 above 

$0 - 

$7,000 

0 

$0 - $8,000 

0 

$0 - $75,000 

$610 

$0 - $38,000 

$610 

7,001 - 

14,000 

1 

8,001 - 16,000 

1 

75,001 - 135,000 

1,010 

38,001 - 85,000 

1,010 

14,001 - 

22,000 

2 

16,001 - 26,000 

2 

135,001 - 205,000 

1,130 

85,001 - 185,000 

1,130 

22,001 - 

27,000 

3 

26,001 - 34,000 

3 

205,001 - 360,000 

1,340 

185,001 - 400,000 

1,340 

27,001 - 

35,000 

4 

34,001 - 44,000 

4 

360,001 - 405,000 

1,420 

400,001 and over 

1,600 

35,001 - 

44,000 

5 

44,001 - 70,000 

5 

405,001 and over 

1,600 



44,001 - 

55,000 

6 

70,001 - 85,000 

6 





55,001 - 

65,000 

7 

85,001 - 110,000 

7 





65,001 - 

75,000 

8 

110,001 - 125,000 

8 





75,001 - 

80,000 

9 

125,001 - 140,000 

9 





80,001 - 

95,000 

10 

140,001 and over 

10 





95,001 - 

115,000 

11 







115,001 - 

130,000 

12 







130,001 - 

140,000 

13 







140,001 - 

150,000 

14 







150,001 and over 

15 








All Others 




Privacy Act and Paperwork Reduction Act Notice. We ask for the information on this form 
to carry out the Internal Revenue laws of the United States. Interna! Revenue Code sections 
3402(f)(2) and 6109 and their regulations require you to provide this information; your employer 
uses it to determine your federal income tax withholding. Failure to provide a properly 
completed form will result in your being treated as a single person who claims no withholding 
allowances; providing fraudulent information may subject you to penalties. Routine uses of 
\this information include giving it to the Department of Justice for civil and criminal litigation; to 
/cities, states, the District of Columbia, and U.S. commonwealths and possessions for use in 
/ administering their tax laws; and to the Department of Health and Human Services for use in 
the National Directory of New Hires. We may also disclose this information to other countries 
under a tax treaty, to federal and state agencies to enforce federal nontax criminal laws, or to 
federal law enforcement and intelligence agencies to combat terrorism. 


^OVERSIGHT 


You are not required to provide the information requested on a form that is 
subject to the Paperwork Reduction Act unless the form displays a valid OMB 
control number. Books or records relating to a form or its instructions must be 
retained as long as their contents may become material in the administration of 
any Internal Revenue law. Generally, tax returns and return information are 
confidential, as required by Code section 6103. 

The average time and expenses required to complete and file this form will vary 
depending on individual circumstances. For estimated averages, see the 
instructions for your income tax return. 

If you have suggestions for making this form simpler, we would be happy to hear 
from you. See the instructions for your income tax return. 


DOJ-17-0211-B-000017 




















































Government of the 
District of Columbia 


D-4 DC Withholding Allowance Certificate 


★ ★★ 


2017 


Social security number 

First name M.f. Last name 

Home address (number, street and suite/apartment number if applicable) 

City State Zip code+4 


1 Tax filing status (Fill in only one) Single Married/domestic partners filing jointly/qualifying widow(er) with dependent child 


Head of household Married filing separately Married/domestic partners filing separately on same return 


2 Total number of withholding allowances from worksheet below. 

Enter total from Sec. A, Line i Enter total from Sec. B, Line m 

Total number of withholding allowances, Line n 

3 Additional amount, if any, you want withheld from each paycheck 



4 Before claiming exemption from withholding, read below. If qualified, write "EXEMPT" in this box. ► 


5 My domicile is a state other than the District of Columbia Yes No If yes, give name of state o 

1 am exempt because: last year 1 did not owe any DC income tax and had a right to a full refund of all DC income tax witl 
not expect to owe any DC income tax and expect a full refund of all DC income tax withheld from me; and 1 qualify for ex 
If claiming exemption from withholding, are you a full-time student? Yes No 

f domicile 

hheld from me-, and this year 1 do 
empt status on federal Form W-4. 


Signature Under penalties of law, I declare that the information provided on this certificate is, to the best of my knowledge, correct. 

Employee’s signature Date 

Employer Keep this certificate with your records. If 10 or more exemptions are claimed or if you suspect this certificate contains false information 
please send a copy to: Office of Tax and Revenue, 1101 4th St., SW, Washington, DC 20024 Attn: Compliance Administration 


Detach and give the top portion to your employer. Keep the bottom portion for your records. 


Government of the D-4 DC Withholding Allowance Worksheet 

■hbbh District of Columbia ° 


Section A Number of withholding allowances 

a Enter 1 for yourself 

a 

b Enter 1 if you are filing as a head of household 

b 

c Enter 1 if you are 65 or over 

c 

d Enter 1 if you are blind 

d 


e Enter number of dependents e 

f Enter 1 for your spouse or registered domestic partner filing jointly or filing separately on same return or if you are a qualifying widow(er) f 
with dependent child 

g Enter 1 if married or registered domestic partner filing jointly or filing separately on same return and your spouse or registered domestic g 

partner is 65 or over 

h Enter 1 if married or registered domestic partner filing jointly or filing separately on same return and your spouse or registered domestic h 

partner is blind 

i Number of allowances Add Lines a through h, enter here and on Line 2 above, next to "Enter total from Sec. A, Line i". * 

_ If you want to claim additional withholding allowances, complete Section B below. _ 

Section B Additional withholding allowances 

j Enter estimate of your itemized deductions j 

k Enter $5,650 if single, married/registered domestic partners filing separately or a dependent. Enter $7,800 if 
head of household. Enter $10,275 if married/registered domestic partner filing jointly, married filing separately 
on the same return, or qualifying widow(er) with dependent child. k 

I Subtract Line k from Line j I 

\ Divide Line I by $1,775. Round to the nearest whole number, enter here and on Line 2 above, next to "Enter total from Sec.B, Line m". , 

n Add Lines m and i, enter here and on Line 2 above, next to "Total number of withholding allowances, Line n“ 

2017 D-4 PI 

DC Withholding Allowance Certificate 


n 

Revised 12/2016 
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Detach and give the top portion to your employer. Keep the bottom portion for your records. 


Who must file a Form D-4? 

Every new employee who resides in DC and is required to have 
DC income taxes withheld, must fill out Form D-4 and file it with 
his/her employer. 

If you are not liable for DC income taxes because you are a 
nonresident or military spouse, you must file Form D-4A, Certificate 
of Nonresidence in the District of Columbia, with your employer. 

When should you file? 

File Form D-4 whenever you start new employment. Once filed 
with your employer, it will remain in effect until you file a new 
certificate. You may file a new withholding allowance certificate 
any time the number of withholding allowances you are entitled to 
increases. You must file a new certificate within 10 days if the number 
of withholding allowances you claimed decreases. 


How many withholding allowances should you claim? 

Use the worksheet on the front of this form to figure the number of 
withholding allowances you should claim. If you want less 
money withheld from your paycheck, you may claim additional 
allowances by completing Section B of the worksheet, Lines j 
through n. However, if you claim too many allowances, you may 
owe additional taxes at the end of the year. 

Should I have an additional amount deducted from my pay- 
check? 

In some instances, even if you claim zero withholding allowances, 
you may not have enough tax withheld. You may, upon agreement 
with your employer, have more tax withheld by entering on Line 3, 
a dollar amount of your choosing. 

What to file 

After completing Form D-4, detach the top portion and file it with 
your employer. Keep the bottom portion for your records. 


\ 
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MARYLAND 

FORM 

MW507 


Purpose. Complete Form MW507 so that your employer can withhold the correct 
Maryland Income tax from your pay. Consider completing a new Form MW507 
each year and when your personal or financial situation changes. 

Basic Instructions. Enter on line 1 below, the number of personal exemptions 
you will claim on your tax return. However, If you wish to claim more exemptions, 
or If your adjusted gross Income will be more than $100,000 If you are filing 
single or married filing separately ($1SO,000, If you are filing Jointly or as head 
of household), you must complete the Personal Exemption Worksheet on page 

2. Complete the Personal Exemption Worksheet on page 2 to further adjust your 
Maryland withholding based on Itemized deductions, and certain other expenses 
that exceed your standard deduction and are not being claimed at another job or 
by your spouse. However, you may dalm fewer (or zero) exemptions. 

Additional withholding per pay period under agreement with employer. If 
you are hot having enough tax withheld, you may ask your employer to withhold 
more by entering an additional amount on line 2. 

Exemption from withholding. You may be entitled to claim an exemption from 
the withholding of Maryland Income tax If: 

a. Last year you did not owe any Maryland Income tax and had a right to a full 
refund of any tax withheld; AND, 

b. This year you do not expect to owe any Maryland Income tax and expect to have 
a right to a full refund of all Income tax withheld. 

If you are eligible to claim this exemption, complete Line 3 and your employer will 
not withhold Maryland income tax from your wages. 

Students and Seasonal Employees whose annual Income will be below the mini¬ 
mum filing requirements should claim exemption from withholding. This provides 
more income throughout the year and avoids the necessity of filing a Maryland 
Income tax return. 

Certification of nonresidence In the State of Maryland. Complete Line 4. This 
line Is to be completed by residents of the District of Columbia, Virginia or West 
Virginia who are employed In Maryland and who do not maintain a place of abode 
In Maryland for 183 days or more. 

Residents of Pennsylvania who are employed in Maryland and who do not maintain 
a place of abode in Maryland for 183 days or more, should complete line 5 to ex¬ 
empt themselves from the state portion of the withholding tax. These employees 
are still liable for withholding tax at the rate In effect for the Maryland county in 
which they are employed, unless they qualify for an exemption on either line 6 or 
line 7. Pennsylvania residents of York and Adams counties may claim an exemp¬ 
tion from the local withholding tax by completing line 6. Pennsylvania residents 
living In other local jurisdictions which do not Impose an earnings or income tax 
on Maryland residents may claim an exemption by completing line 7. Employees 
qualifying for exemption under 6 or 7, should also write "EXEMPT" on line 4. 

Line 4 Is NOT to be used by residents of other states who are working in Maryland, 
because such persons are liable for Maryland income tax and withholding from 


their wages Is required. 

If you are domiciled In the District of Columbia, Pennsylvania or Virginia and main¬ 
tain a place of abode In Maryland for 183 days or more, you become a statutory 
resident of Maryland and you are required to file a resident return with Maryland 
reporting your total Income. You must apply to your domicile state for any tax 
credit to which you may be entitled under the reciprocal provisions of the law. If 
you are domiciled In West Virginia, you are not required to pay Maryland Income 
tax on wage or salary Income, regardless of the length of time you may have 
spent in Maryland. 

Under the Servlcemembers Civil Relief Act, as amended by the Military Spouses 
Residency Relief Act, you may be exempt from Maryland Income tax on your 
wages if (i) your spouse Is a member of the armed forces present In Maryland In 
compliance with military orders; (li) you are present In Maryland solely to be with 
your spouse; and (Hi) you maintain your domicile In another state. If you claim 
exemption under Che SCRA enter your state of domicile (legal residence) on Line 
8; enter "EXEMPT" in the box to the right on Line 8; and attach a copy of your 
spousal military identification card to Form MW507. In addition, you must also 
complete and attach Form MW507M. 

Duties and responsibilities of employer. Retain this certificate with your re¬ 
cords. You are required to submit a copy of this certificate and accompanying 
attachments to the Compliance Division, Compliance Programs Section, 301 West 
Preston Street, Baltimore, MD 21201, when received If: 

1. You have any reason to believe this certificate Is Incorrect; 

2. The employee claims more than 10 exemptions; 

3. The employee claims an exemption from withholding because he/she had no 
tax liability for the preceding tax year, expects to incur no tax liability this year 
and the wages are expected to exceed $200 a week; 

4. The employee claims an exemption from withholding on the basis of nonresi¬ 
dence; or 

5. The employee claims an exemption from withholding under the Military Spous¬ 
es Residency Relief Act. 

Upon receipt of any exemption certificate (Form MW507), the Compliance Division 
will make a determination and notify you If a change Is required. 

Once a certificate Js revoked by the Comptroller, the employer must send any new 
certificate from the employee to the Comptroller for approval before Implementing 
the new certificate. 

If an employee claims exemption under 3 above, a new exemption certificate must 
be filed by February 15th of the following year. 

Duties and responsibilities of employee. If, on any day during the calendar 
year, the number of withholding exemptions that the employee is entitled to claim 
is less than the number of exemptions claimed on the withholding exemption cer¬ 
tificate in effect, the employee must file a new withholding exemption certificate 
with the employer within 10 days after the change occurs. 


FORM . 

MW507 Employee's Maryland Withholding Exemption Certificate 


Print full name 

Social Security Number 

Street Address, City, State, ZIP 

County of residence (Nonresidents enter Maryland county (or Baltimore GCy) where you are employed.) 

Q Single □ Married (surviving spouse or unmarried Head of Household) Rate □ Married, but withhold at Single rate 


1, Total number of exemptions you are claiming not to exceed line f in Personal Exemption Worksheet on page 2. 1. 


2. Additional withholding per pay period under agreement with employer. 2. 

3. I claim exemption from withholding because I do not expect to owe Maryland tax. See instructions above and check boxes that apply. 

□ a. Last year I did not owe any Maryland income tax and had a right to a full refund of all Income tax withheld and 

Q b. This year I do not expea to owe any Maryland income tax and expea to have the right to a full refund of all income tax withheld. 

(This indudes seasonal and student employees whose annual income will be below the minimum filing requirements). 

If both a and b apply, enter year applicable_(year effective) Enter "EXEMPT here . 3. 

4. I claim exemption from withholding because I am domiciled in one of the following states. Check state that applies. 

D District of Columbia □ Virginia Q West Virginia 


I further certify that I do not maintain a place of abode in Maryland as described in the instructions above. Enter "EXEMPT here. 4. 

5. I claim exemption from Maryland state withholding because I am domiciled in the Commonwealth of Pennsylvania and I da not 

maintain a place of abode in Maryland as described in the instructions on Form MW507, Enter "EXEMPT here. 5. 

6. I claim exemption from Maryland local tax because I live in a local Pennysylvania jurisdiction within York or Adams counties. 

Enter "EXEMPT here and on line 4 of Form MW507. 6. 

7. I claim exemption from Maryland local tax because I five in a local Pennsylvania jurisdiaion that does not impose an earnings or income 

tax on Maryland residents. Enter "EXEMPT here and on line 4 of Form MW507. 7. 

8. I certify that I am a legal resident of the state of_and am not subjea to Maryland withholding because I meet the require¬ 

ments set forth under the Servicemembers Civil Relief Act, as amended by the Military Spouses Residency Relief Aa. Enter "EXEMPT" here.... 8. 


^Under the penalty of penury, I further certify that I am entitled to the number of withholding allowances claimed on line 1 above, or if claiming exemption 
from withholding, that I am entitled to claim the exempt status on whichever line(s) I completed. 


Employee's signature 

Date 

Employer's narfte and address including ZIP code (For employer use only) 

Federal Employer Identification Number 

COM/RAO-G36 17-49 
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MARYLAND 

FORM 


page 2 


MW507 


Persona! Exemptions Worksheet 

Line 1 


a. Multiply the number of your personal exemptions by the value of each exemption from the table below. 

(Generally the value of your exemption will be $3,200; however, if your federal adjusted gross income is 
expected to be over $100,000, the value of your exemption may be reduced. Do not claim any personal 
exemptions you currently claim at another job, or any exemptions being claimed by your spouse. 

To qualify as your dependent, you must be entitled to an exemption for the dependent on your federal 
income tax return for the corresponding tax year. NOTE: Dependent taxpayers may not claim themselves as 
an exemption. 

b. Multiply the number of additional exemptions you are claiming for dependents 65 years old or older by the 
value of each exemption from the table below. 

b. 

c. Enter the estimated amount of your itemized deductions (excluding state and local income taxes) that 
exceed the amount of your standard deduction, alimony payments, allowable childcare expenses, qualified 
retirement contributions, business losses and employee business expenses for the year. Do not claim any 
additional amounts you currently claim at another job or any amounts being claimed by your spouse. 

NOTE: Standard deduction aflowance is 15% of Maryland adjusted gross income with a minimum of $1,500 
and a maximum of $2,000. 

c. 

d. Enter $1,000 for additional exemptions for taxpayer and/or spouse at least 65 years old and/or blind 

e. Add total of lines a through d. 

d. 

e. 

f. Divide the amount on line e by $3,200. Drop any fraction. Do not round up. This is the maximum 
number of exemptions you may claim for withholding tax purposes. 

f. 


If Your federal AGI is 

If you will file your tax return 

Single or Married Filing Separately 

Your Exemption is 

Joint, Head of Household 
or Qualifying Widow(er) 

Your Exemption is 

$100,000 or less 

$3,200 

$3,200 

Over 

But not over 



$100,000 

$125,000 

$1,600 

$3,200 

$125,000 

$150,000 

$800 

$3,200 

$150,000 

$175,000 

$0 

$1,600 

$175,000 

$200,000 

$0 

$800 

In excess of $200,000 

$0 

$0 


FEDERAL PRIVACY ACT INFORMATION 

Social Security Numbers must be included. The mandatory disclosure of your Social Security Number is 
authorized by the provisions set forth in the Tax-General Article of the Annotated Code of Maryland. Such 
numbers are used primarily to administer and enforce the individual income tax laws and to exchange 
income tax information with the Internal Revenue Service, other states and other tax officials of this state. 
Information furnished to other agencies or persons shall be used solely for the purpose of administering tax 
Jaws or the specific laws administered by the person having statutory right to obtain it. 


COM/RAD-036 17-49 
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FORM VA-4 


COMMONWEALTH OF VIRGINIA 
DEPARTMENT OF TAXATION 


PERSONAL EXEMPTION WORKSHEET 

(See back for instructions) 

1. If you wish to claim yourself, write “1”.. 

2. If you are married and your spouse is not claimed 

on his or her own certificate, write "1".... 

3. Write the number of dependents you will be allowed to claim 

on your income tax return (do not include your spouse).. 


4. Subtotal Personal Exemptions (add lines 1 through 3). 

5. Exemptions for age 

(a) If you will be 65 or older on January 1, write “1 ”. 

(b) If you claimed an exemption on line 2 and your spouse 

will be 65 or older on January 1, write “1". 

6. Exemptions for blindness 

(a) If you are legally blind, write “1". 

(b) If you claimed an exemption on line 2 and your 

spouse is legally blind, write “1”... 


7. Subtotal exemptions for age and blindness (add lines 5 through 6) 

8. Total of Exemptions - add line 4 and line 7. 


Detach here and give the certificate to your employer. Keep the top portion for your records 


FORM VA-4 EMPLOYEE’S VIRGINIA INCOME TAX WITHHOLDING EXEMPTION CERTIFICATE 


Your Social Security Number 

Name 

Street Address 

City 

State 

Zip Code 


COMPLETE THE APPLICABLE LINES BELOW 

1. If subject to withholding, enter the number of exemptions claimed on: 

(a) Subtotal of Personal Exemptions - line 4 of the 

Personal Exemption Worksheet. 

(b) Subtotal of Exemptions for Age and Blindness 

line 7 of the Personal Exemption Worksheet. 

(c) Total Exemptions - line 8 of the Personal Exemption Worksheet, 


2 . 

3. 


4. 


Enter the amount of additional withholding requested (see instructions). 

I certify that I am not subject to Virginia withholding. I meet the conditions 

set forth in the instructions .(check here) 

I certify that I am not subject to Virginia withholding. I meet the conditions set forth 
Under the Service member Civil Relief Act, as amended by the Military Spouses 
Residency Relief Act.(check here) 




J Signature Date 

4 EMPLOYER: Keep exemption certificates with your records. If you believe the employee has claimed too many exemptions, notify the Department of 
Taxation, P.O. Box 1115, Richmond, Virginia 23218-1115, telephone (804) 367-8037. Note : Employers may establish a system to electronically receive 
Forms VA-4 from employees, provided the system meets Internal Revenue Service requirements as specified in § 31.3402(f)(5)~1(c) of the Treasury 
Regulations (26 CFR). 
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FORM VA-4 INSTRUCTIONS 

Use this form to notify your employer whether you are subject to Virginia income tax withholding and how many 
exemptions you are allowed to claim. You must file this form with your employer when your employment begins. If you 
do not file this form, your employer must withhold Virginia income tax as if you had no exemptions. 

PERSONAL EXEMPTION WORKSHEET 

You may not claim more personal exemptions on form VA-4 than you are allowed to claim on your income 
tax return unless you have received written permission to do so from the Department of Taxation. 

Line 1. You may claim an exemption for yourself. 

Line 2. You may claim an exemption for your spouse if he or she is not already claimed on his or her own 
certificate. 

Line 3. Enter the number of dependents you are allowed to claim on your income tax return. 

NOTE: A spouse is not a dependent. 

Line 5. If you will be age 65 or over by January 1, you may claim one exemption on Line 5(a). If you claim an 

exemption for your spouse on Line 2, and your spouse will also be age 65 or over by January 1, you may 
claim an additional exemption on Line 5(b). ’ 

Line 6. If you are legally blind, you may claim an exemption on Line 6(a). If you claimed an exemption for your 
spouse on Line 2, and your spouse is legally blind, you may claim an exemption on Line 6(b). 

FORM VA-4 

Be sure to enter your social security number, name and address in the spaces provided. 

Line 1. If you are subject to withholding, enter the number of exemptions from: 

(a) Subtotal of Personal Exemptions - line 4 of the Personal Exemption Worksheet 

(b) Subtotal of Exemptions for Age and Blindness - line 7 of the Personal Exemption Worksheet 

(c) Total Exemptions - line 8 of the Personal Exemption Worksheet 

Line 2. If you wish to have additional tax withheld, and your employer has agreed to do so, enter the amount of 
additional tax on this line. 

Line 3. If you are not subject to Virginia withholding, check the box on this line. You are not subject to withholding if 
you meet any one of the conditions listed below. Form VA-4 must be filed with your employer 
for each calendar year for which you claim exemption from Virginia withholding. 

(a) You had no liability for Virginia income tax last year and you do not expect to have any liability for 
this year. 

(b) You expect your Virginia adjusted gross income to be less than the amount shown below for your filincj 
status: 



Taxable Years 
2005, 2006 
and 2007 

Taxable Years 
2008 and 
2009 

Taxable Years 
2010 and 
2011 

Taxable Years 
2012 and 
Beyond 

Single 

$7,000 

$11,250 

$11,650 

$11,950 

Married 

$14,000 

$22,500 

$23,300 

$23,900 

Married, filing a separate 

return 

$7,000 

$11,250 

$11,650 

$11,950 


(c) You live in Kentucky or the District of Columbia and commute on a daily basis to your place of 
employment in Virginia. 

(d) You are a domiciliary or legal resident of Maryland, Pennsylvania or West Virginia whose only 
Virginia source income is from salaries and wages and such salaries and wages are subject 
to income taxation by your state of domicile. 

Line 4. Under the Servicemember Civil Relief Act, as amended by the Military Spouses Residency Relief Act, you may 
be exempt from Virginia income tax on your wages if (i) your spouse is a member of the armed forces present 
in Virginia in compliance with military orders; (ii) you are present in Virginia solely to be with your spouse; and 
(iti) you maintain your domicile in another state. If you claim exemption under the SCRA check the box on Line 
4 and attach a copy of your spousal military identification card to Form VA-4. 


AMERICAN 

^OVERSIGHT 












:rican 

ERSIGHT 


This is a FILL-IN format, 

Government of the 

Oistrict of Columbia -. 

Enter Year 

First name 


Temporary DC address (number and street} 




Please do not handwrite any data on this form other than your signature. 

Form D-4A Certificate of Nonresidence in the District of Columbia 


M.i. Last name 


Social security number 


Permanent address (number and street) 
City 


State Zip code + 4 


Apartment-number 


Country or U.S. commonwealth 


Signature Under penalties of law, I certify that my permanent residence is not in DC and that I will not be residing in DC for 183 days or more in the tax year 
Signature Date 


Revised 02/2015 







Instructions 

Who must file a Form D-4A? 

If you are not a resident of DC you must f ie a Form D-4A 
with your employer to establish that you are not subject to DC 
income tax withholding. You qualify as a nonresident if: 

• Your permanent residence is outside DC during all of 
the tax year and you do not reside in DC for 183 days or 
more in the tax year. 

• You are a service member's spouse. 

Employees who are residents of DC should f le a Form D-4, 

DC Withholding Allowance Certif cate. 



What If your resident status changes? 

If you become a DC resident any time after you have f led 
a Form D-4A with your employer, you must f !e a Form D-4 
promptly so that the proper amount of DC income tax can be 
withheld from your wages. 

How do you file the Form D-4? 

After completing this form, give it to your employer to keep 
on f le. 




OMB No. 1510-0007 




Standard Form 1199A (EG) 
(Rev. August 2012) 

Prescribed by Treasury 
Department 

Treasury DepL Cir. 1076 


DIRECT DEPOSIT SIGN-UP FORM 

DIRECTIONS 


• To sign up for Oirect Deposit, the payee is to read the back of this form 
and fill in the information requested in Sections 1 and 2. Then take or 
mail this form to the financial institution. The financial institution will 
verify the information in Sections 1 and 2, and will complete Section 3. 
The completed form will be returned to the Government agency 
identified below. 

• A separate form must be completed for each type of payment to be 
sent by Direct Deposit. 


• The claim number and type of payment are printed on Government 
checks. (See the sample check on the back of this form.) This 
information is also stated on beneficiary/annuitant award letters and 
other documents from the Government agency. 

• Payees must keep the Government agency informed of any address 
changes in order to receive important information about benefits and to 
remain qualified for payments. 


SECTION 1 (TO BE COMPLETED BY PAYEE) 


A NAME OF PAYEE (last, first , middle initial) 

D TYPE OF DEPOSITOR ACCOUNT^ 

□ 

CHECKING SAVINGS 

E DEPOSITOR ACCOUNT NUMBER 

ADDRESS (street, route, P.O. Box, APO/FPO) 





CITY STATE ZIP CODE 

F TYPE OF PAYMENT (Check only one) 

□ Social Security EH Fed. Salary/Mil. Civilian Pay 

TELEPHONE NUMBER 

AREA COOE 

L_i Supplemental Security Income L_J Mil. t 

D Railroad Retirement L3 Mil. 1 

IZ1 Civil Service Retirement (OPM) 3 Mil. 1 

□ VA Compensation or Pension 3 Othe 

active 

Retire. _ 

Survivor 

B NAME OF PERSON(S) ENTITLED TO PAYMENT 

r 

(specify) 

C CLAIM OR PAYROLL ID NUMBER 

Prefix Suffix 

G THIS BOX FOR ALLOTMENT OF PAYMENT ONLY (if applicable) 

TYPE 

AMOUNT 

PAYEE/JOINT PAYEE CERTIFICATION 

1 certify that 1 am entitled to the payment identified above, and that 1 have 
read and understood the back of this form. Jn signing this form, i 
authorize my payment to be sent to the financial institution named below 
to be deposited to the designated account. 

JOINT ACCOUNT HOLDERS’ CERTIFICATION (optional) 

1 certify that 1 have read and understood the back of this form, 
including the SPECIAL NOTICE TO JOINT ACCOUNT HOLDERS- 

SIGNATURE 

DATE 

SIGNATURE 

DATE 

SIGNATURE 

DATE 

SIGNATURE 

DATE 


SECTION 2 (TO BE COMPLETED BYPAYEE OR FINANCIAL INSWVTION) 


GOVERNMENT AGENCY NAME 


GOVERNMENT AGENCY ADDRESS 


SECTION 3 (TO BE COMPLETED BY_ FINANCIAL INSmVTION) 


NAME AND ADDRESS OF FINANCIAL INSTITUTION 


ROUTING NUMBER 


DEPOSITOR ACCOUNT TITLE 



CHECK 

DIGIT 



FINANCIAL INSTITUTION CERTIFICATION 



1 confirm the identity of the above-named payee(s) and the account number and title. As representative of the above-named financial institution. 1 
certify that the financial institution agrees to receive and deposit the payment identified above in accordance with 31 CFR Parts 240, 209, and 

210. 




PRINT OR TYPE REPRESENTATIVE'S NAME 

SIGNATURE OF REPRESENTATIVE 

TELEPHONE NUMBER 

DATE 


Financial institutions should refer to the GREEN BOOK for further instructions. 

THE FINANCtAL INSTITUTION SHOULD MAIL THE COMPLETED FORM TO THE GOVERNMENT AGENCY IDENTIFIED A80VE. 


NSN 7540-01-058-0224 
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U.S. DEPARTMENT OF AGRICULTURE 

AGENCY USE 

EMPLOYEE ADDRESS 

ACTION 

CODE 

AGENCY 

EFFECTIVE 

DATE 

SECTION I 





FORM AD-349 
(REV. 12/93) 


Complete Section I with your current or new residence mailing address. This address is used to 
mail out employee Pay and TSP statements, W-2 forms and other personal documents. 
NOTE: This form does not change the U.S. Savings Bond address. 


1. NAME (Last. First. Middle) 

2. SOCIAL SECURITY NO. 

3. STREET ADDRESS OR P.O. BOX 

4. APT NO. 

5. CITY NAME 

6. STATE or COUNTRY NAME 

7. ZIP CODE 

'v? ClTYlC;ODE^"A''n| ;<3p»tlNr«vCCfDE : ^ 

STATEORCOUNTRY CODE 

SECTION II 

FOR EMPLOYEES WITH DIRECT DEPOSIT COMPLETE BLOCKS 13 AND 14 ONLY. 

Employees who wish to receive their checks in the mail complete blocks 8 through 14 with 
your current or new check mailing address. 

8. STREET ADDRESS or P.O. BOX 

9. APT NO. 

10. CITY NAME 

11. STATE or COUNTRY NAME 

12. ZIP CODE 

AGENCY USE .•. :rr '> CITY CODE COUNTY code : ; 

STATE OR COUNTRY CODE 

13. SIGNATURE OF EMPLOYEE 

14 DATE SIGNED 


This form was electronically produced by National Production Services Staff 
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PRIVACY ACT NOTICE FOR AD-349, EMPLOYEE ADDRESS 


General 


information is provided pursuant to Public Law 93-579 (Privacy Act of 1974), December 31, 1974, for individuals 
:..<pleting Form AD-349. 

luthoritv 
5 USC 301. 

Purpose and Uses 

This form is used to obtain an employees home address and check mailing address. 

Information Regarding Disclosure of Your Social Security Number Under Public Law 93-579 Section 7fb~> (Privacy Act of 

1974) 

Disclosure by you of your Social Security Number (SSN) is mandatory to obtain the services, benefits, or processes that you 
are seeking. Solicitation of the SSN by the United States Department of Agriculture is authorized under provisions of 
Executive Order 9397, dated November 22, 1943. The SSN is used as an identifier throughout your Federal career from the 
time of application through retirement. It will be used primarily to identify your records that you file with the U.S. Department 
of Agriculture. The SSN also will be used by the U.S. Department of Agriculture and other Federal agencies in connection with 
lawful requests for information about you from your former employers, educational institutions, and financial or other 
organizations. The information gathered through the use of the number will be used only as necessary in personnel 
administration processes carried out in accordance with established regulations and published notices of systems of records. 
The SSN also will be used for the selection of persons to be included in statistical studies of personnel management matters. 
The use of the SSN is made necessary because of the large number of present and former Federal employees and applicants 
who have identical names and birth dates, and whose identifies can only be distinguished by the SSN. 
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U,S« Department of Justice 


Employee Locator Information 


INSTRUCTIONS: This form is to be completed by all employees upon initial employment (accession) and whenever any 
information on the form changes. Changes should be promptly recorded by submission of this form to your administrative office. 
Inaccordance with the provisions of the Privacy Act of 1974, a submission of some data is MANDATORY. Other data is requested 
on a VOLUNTARY basis for the safety and convenience of the employee. The MANDATORY or VOLUNTARY nature of the data 
Vindicated in the applicable Privacy Act Statement. Certain portions of the form are to be completed by the employee's 
personneloffice or administrative office. Employees should leave these portions of the form blank. If you have any questions 
regardingcompletion of the form, please consult your Administrative Office. 


EMPLOYEE INFORMATION 


PRIVACY ACT STATEMENT: SOCIAL SECURITY NUMBER-1. AUTHORITY: Executive Order 9397 dated November 
22,1943. 2. PURPOSE AND USE: The Social Security Number (SSN) is used as a unique identifier for matching locator records 
inpersonnel and payroll files. Use of the SSN ensure correct identification of records with the same name. EFFECTS OF 
NON- DISCLOSURE: Disclosure of the SSN is MANDATORY. Failure to disclose the SSN while reporting changes will result 
inthe changes not being effected. 


Social Security Number:_ _ _ DATE: 


Name (LAST, FIRST, MI):_ _? _ 

PRIVACY ACT STATEMENT: TELEPHONE NUMBER-1. AUTHORITY: 5 U.S.C, Section 301 2. PURPOSE AND USE: To 
contact employees at their residence on matters of an official nature relating to their employment with the Department of 
Justice.Access to this information is limited to the employee's supervisors) OR individuals authorized by the supervisors). 3. 
EFFECTSOF NON- DISCLOSURE: submission of this data is VOLUNTARY. If the data is not submitted, supervisory personnel 
may havedifficulty locating employees to inform them of emergency work situations. 


Home Phone: 


EMERGENCY CONTACT INFORMATION 


PRIVACY ACT STATEMENT: EMERGENCY LOCATOR-1. AUTHORITY: 5 U.S.C. Sections 301,7901. 2. PURPOSE AND 

USE: To obtain emergency treatment or to notify friends or family in the event of employee injury or illness. 3. EFFECTS OF 
NON-DISCLOSURE: Submission of this data is VOLUNTARYand solely for the employee’s safety and convenience. 

Emergency Contact (Last, First) 


Relationship 


Phone Number: 

F.XT 




OFFICE ADDRESS 

BUILDING NAME 

ROOM NO. 

BUILDING ADDRESS 


OFFICE PHONE ( ) 

- 


FORM DOJ-543 
JUNE 92 
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| U.S. Office of Personnel Management 

Guide to Personnel Data Standards 

ETHNICITY AND RACE IDENTIFICATION 

(Please read the Privacy Act Statement and instructions before completing form.) 

^ Name (Last, First, Middle Initial) 

Social Security Number 

Birthdate (Month and Year) 

Agency Use Only 


Privacy Act Statement 


Ethnicity and race information is requested under the authority of 42 U.S.C. Section 2Q00e-16 and in compliance with 
the Office of Management and Budget’s 1997 Revisions to the Standards for the Classification of Federal Data on Race 
and Ethnicity. Providing this information is voluntary and has no impact on your employment status, but in the instance 
of missing information, your employing agency will attempt to identify your race and ethnicity by visual observation. 

This information is used as necessary to plan for equal employment opportunity throughout the Federal government. It 
is also used by the U. S. Office of Personnel Management or employing agency maintaining the records to locate 
individuals for personnel research or survey response and in the production of summary descriptive statistics and 
analytical studies in support of the function for which the records are collected and maintained, or for related workforce 
studies. 

Social Security Number (SSN) is requested under the authority of Executive Order 9397, which requires SSN be used 
for the purpose of uniform, orderly administration of personnel records. Providing this information is voluntary and failure 
to do so will have no effect on your employment status. If SSN is not provided, however, other agency sources may be 
used to obtain it. 


Specific Instructions: The two questions below are designed to identify your ethnicity and race. Regardless of your answer to 
Q uestion 1, go to question 2. _ 

uestion 1. Are You Hispanic or Latino? (A person of Cuban, Mexican, Puerto Rican, South or Central American, or other 
Spanish culture or origin, regardless of race.) 


□ Yes □ No 


Question 2. Please select the racial category or categories with which you most closely identify by placing an “X" in the appropriate 
box. Check as many as apply. 

RACIAL CATEGORY 
(Check as many as apply) 

DEFINITION OF CATEGORY 

CD American Indian or Alaska Native 

A person having origins in any of the original peoples of North and South America 
(including Central America), and who maintains tribal affiliation or community 
attachment. 

CD Asian 

A person having origins in any of the original peoples of the Far East, Southeast 
Asia, or the Indian subcontinent including, for example, Cambodia, China, India, 
Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam. 

CD Black or African American 

A person having origins in any of the black racial groups of Africa. 

Q Native Hawaiian or Other Pacific islander 

A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or 
other Pacific islands. 

CD White 

A person having origins in any of the original peoples of Europe, the Middle East, or 
North Africa. 


Standard Form 181 
Revised August 2005 
Previous editions not usable 


42 U.S.C. Section 2000e-16 
NSN 7540-01-099-3446 
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SELF-IDENTIFICTION OF DISABILITY 

(See Privacy Act information and additional instructions on reverse) 

Last Name, First Name, and MI 

Date of Birth (MM/YY) Social Security Number 

Purpose: 

Each agency in the Executive Branch of the Federal government has established programs to facilitate the 
hiring, placement, and advancement of individuals with disabilities. Self-identification of disability status is 
essential for effective data collection and analysis of the Federal government’s efforts. While self- 
identification is voluntary, your cooperation in providing accurate information is critical to these efforts. Every 
precaution is taken to ensure that the information provided by each employee is kept in the strictest confidence. 


j&n j.j&k n&tuL ..—j 

LU 

Targeted Disabilities or Health Conditions: 

Other Disabilities or Health Conditions: 

2- Developmental Disability, for example, autism 
spectrum disorder 

3- Traumatic Brain Injury 

19- Deaf or serious difficulty hearing, benefiting 
from, for example, American Sign Language, 

CART, hearing aids, a cochlear implant and/or 
other supports 

20- Blind or serious difficulty seeing even when 
wearing glasses 

31- Missing extremities (arm, leg, hand and/or foot) 
40- Significant mobility impairment, benefiting 
from the utilization of a wheelchair, scooter, 
walker, leg brace(s) and/or other supports 

60- Partial or complete paralysis (any cause) 

82- Epilepsy or other seizure disorders 

90- Intellectual disability 

91- Psychiatric disability 

92- Dwarfism 

93- Significant disfigurement, for example, 
disfigurements caused by bums, wounds, accidents, 
or congenital disorders 

13- Speech impairment 

41- Spinal abnormalities, for example, spina bifida or 
scoliosis 

44- Non-paralytic orthopedic impairments, for example, 
chronic pain, stiffness, weakness in bones or joints, 
some loss of ability to use part or parts of the body 

51- HIV Positive/ADDS 

52- Morbid obesity 

59- Nervous system disorder for example, migraine 
headaches, Parkinson’s disease, or multiple sclerosis 

80- Cardiovascular or heart disease 

83- Blood diseases, for example, sickle cell anemia, 
hemophilia 

84- Diabetes 

85- Orthopedic impairments or osteoarthritis 

86- Pulmonary or respiratory conditions, for example, 
tuberculosis, asthma, emphysema 

87- Kidney dysfunction 

88- Cancer (Present or past history) 

94- Learning disability or attention deficit/hyperactivity 
disorder (ADD/ADHD) 

95- Gastrointestinal disorders, for example, Crohn’s 
Disease, irritable bowel syndrome, colitis, celiac 
disease, dysphexia 

96- Autoimmune disorder, for example, lupus, 
fibromyalgia, rheumatoid arthritis 

97- Liver disease, for example, hepatitis or cirrhosis 

98- History of alcoholism or history of drug addiction 
(but not currently using illegal drugs) 

99- Endocrine disorder, for example, thyroid 
dysfunction 

Other Options: 

01 -1 do not wish to identify my disability status. 

05 -1 do not have a disability. 

06-1 have a disability, but it is not listed on this 
form. 


U.S. Office of Personnel Management Page 1 of 2 SF 256 

Revised August 2016 
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Definition 

An individual with a disability: A person who (1) has a physical or mental impairment which substantially limits one or more major 
life activities; (2) has a record of such an impairment; or (3) is regarded as having such an impairment This definition is provided by 
the Rehabilitation Act of 1973, as amended (29 U.S.C. 701, et seq.). 


The Rehabilitation Act of 1973 

The Rehabilitation Act of 1973, as amended (29 U.S.C. 701, et seq.), requires each agency in the Executive Branch of the Federal 
government to establish programs that will facilitate the hiring, placement, and advancement of individuals with disabilities. One 
method for determining agency progress in fulfilling these requirements is through the production of reports at certain intervals 
showing, for example, the number of employees with disabilities who are hired, promoted, trained, or reassigned over a given time 
period; the percentage of employees with disabilities in the work force and in various grades and occupations; etc. Such reports bring 
to the attention of agency top management, OPM, and the Congress, the progress or any deficiencies within specific agencies or the 
Federal government as a whole in the hiring, placement, and advancement of individuals with disabilities. 

The disability data collected on employees will be used only in the production of reports such as those previously mentioned and not for 
any purpose that will affect them individually. The only exception to this rule is that the records may be used for selective placement 
purposes and selecting special populations for mailing of voluntary personnel research surveys. In addition, every precaution will be 
taken to ensure that the information provided by each employee is kept in the strictest confidence and is known only to those individuals 
in the agency Personnel Office, who obtain and record the information for entry into the agency’s and OPM’s personnel systems. You 
should also be aware that participation in the disability reporting system is entirely voluntary, with the exception of employees 
appointed under the Schedule A Excepted Appointing Authority for People with Intellectual Disability, Severe Physical Disability, or 
Psychiatric Disability (5 CFR 213.3102(u)). Agencies will request that these employees identify their disability status and, ifthey 
decline to do so, their correct disability code will be obtained from medical documentation used to support their appointment. 

Employees who wish to confirm the disability code carried in their agency’s and OPM’s personnel systems is consistent with the 
employees’ representation, may ask their Personnel Officer for a printout of the code and definition from their individual records. The 
code noted in the employees’ records in the agencies’ system will be identical to that carried in OPM’s system. 

PriY.ac.Y.Act Statement 

Collection of the requested information is authorized by the Rehabilitation Act of 1973, as amended (29 U.S.C. 701, et seq.). 

Solicitation of your Social Security Number (SSN) is authorized by Executive Order 9397, which permits agencies to use the SSN as a 
means for identifying persons with disabilities in personnel information systems. Your SSN will only be used to ensure that your 
correct disability code is recorded along with other employee information that your agency and OPM maintain on you. It should be 
noted, however, that where individuals decline to furnish their SSN, the SSN will be obtained from other records in order to ensure 
accurate and complete data. Employees appointed under the Schedule A Appointing Authority for People with Intellectual Disability, 
Severe Physical Disability, or Psychiatric Disability (5 CFR213.3102(u)) are requested to furnish an accurate disability code, but 
failure to do so will not affect them. Where employees hired under this authority fail to disclose their disability, the appropriate code 
will be determined from the employee’s existing records or medical documentation submitted upon appointment. 
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EMPLOYMENT BENEFITS 


AMERICAN 

^OVERSIGHT 



Benefits Points of Contact 


Justice Management Division 

Harold Menton 

Room 9W.134, 2 CON 

Phone: (202) 616-3840 

FAX: (202) 616-3724 

E-mail: Harold.menton@usdoj.gov 


Office, Boards, and Divisions 

Blaine Jackson 

Room 9W.128, 2 CON 

Phone: (202) 514-7772 

FAX: (202)616-3724 

E-mail: blaine.jackson@usdoj.gov 
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Summary of Benefits Actions for New Hires 


Health Insurance (FEHBP) 

SF-2809 must be completed and returned to Personnel within 60 days. Coverage will be 
effective at the beginning of the pay period after the form is received in Personnel. You must 
return this form, even if you do not want FEHBP coverage. 

Dental and Vision Insurance (FEDVIP) 

Must be done by you within 60 days if you want this coverage. You must enroll online at 
www.benefeds.com or call 1-877-888-3337. Personnel cannot do this for you. 

Flexible Spending Account (FSA) 

Must be done by you within 60 days if you want one. You must enroll online at 
www.fsafeds.com or call 1-877-372-3337. Personnel cannot do this for you. 

Long Term Care Insurance (LTC) 

Must be done by you if you want this coverage. You must enroll online at www.ltcfeds.com or 
call 1-877-582-3337. Personnel cannot do this for you. If you enroll in your first 60 days, there 
will be limited underwriting and you will not have to answer too many medical questions. 

Life Insurance (FEGLI) 

SF-2817 must be completed and returned to Personnel within 60 days. You are covered for basic 
as of the date of your appointment. Optional coverage will be effective at the beginning of the 
pay period after the form is received in Personnel. If you wish to waive coverage, complete the 
form and return it by the Friday following the week you entered on duty to avoid paying the 
premium for the current. You must return this form, even if you are just electing to basic 
coverage. 

Thrift Savings Plan (TSP) 

You may contribute up to $18,000 to TSP this year. You are automatically enrolled and will 
contribute 3% of basic pay each pay period. Form TSP-1 must be completed and returned to 
Personnel to change your contributions. Be sure to subtract any contributions you already made 
in tax year 2016 to a 401 (k), 403(b), 457 plan, etc., from $18,000 to determine the amount you 
can contribute to TSP in 2017. 

If you are over age 50, you may make up to $6,000 in catch-up contributions. Form TSP-l-C 
must be completed and returned to Personnel to make catch-up contributions. To make catch-up 
contributions, you must be contributing the full $18,000 for 2016. Be sure to subtract any 
contributions you already made in tax year 2016 to a 401(k), 403(b), 457 plan, etc., from $6,000 
to determine die amount you can contribute to make-up to TSP in 2017. 

NOTE: The payroll/tax year ends with pay period 24 for 2017. 
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How to Join the Leave Bank 


New employees have a 30 day window from the date of employment to join the Leave Bank. 

You must donate accrued annual leave to become a leave bank member. You must donate the 
number of hours you accrue in one pay period (based upon your 4,6, or 8 hour accrual category). 

1. Go to the DOJNET. 

2. On the top tool bar, under “Your Health and Welfare”, click the “Leave Transfer and Leave 
Bank” link. 


3. On the left side, click the ‘'Voluntary Leave Bank Membership Program” link. 

4. Under “How to Become a Leave Bank Member”, click on “Instructions for New/Retuming 
Employees and Application”, and follow the instructions on that link. 
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To be appropriately filed in the e-OPF 

HEALTH BENEFITS AND LIFE INSURANCE PROGRAM ACKNOWLEDGMENT FORM 


I have received the information or literature about the Federal Employees Health Benefits and the 
Federal Employees Group Life Insurance programs, as well as the Voluntary Leave Bank Program. 

LIFE INSURANCE 


I understand that I have 60 days from the effective date of my appointment to complete the SF-2817, 
Life Insurance Election Form, and return it to the Justice Management Division (JMD) Human 
Resources Office, whether I elect to enroll or not . I understand that unless I waive basic life insurance 
coverage within the first pay period of my appointment, my coverage will begin on that date. I 
understand that if I return the Form SF-2817 waiving coverage to the JMD Human Resources Office 
within the first pay period of my appointment, there will be no deductions for life insurance. I also 
understand that if I waive life insurance coverage at this time, I cannot elect it at a later date without 
approval from Office of Federal Employees Group Life Insurance (OFEGLI) and I must wait one year 
from the date I waived coverage to apply. 

HEALTH INSURANCE 


I understand that I have 60 days from the effective date of my appointment to complete the SF-2809, 
Health Benefits Registration Form, and return it to the JMD Human Resources Office, whether I elect to 
enroll or not . I also understand that if I do not elect to enroll within the first 60 days of my appointment, 
I will not be able to enroll until the next open season, unless I have a qualifying life event that allows 

enrollment. 


LONG TERM CARE INSURANCE 


I understand that I have 60 days from the effective date of my appointment to apply for Long Term Care 
Insurance to have an abbreviated underwriting process. I also understand that if I do not elect to enroll 
within the first 60 days of my appointment, I will be able to enroll but will have a more complicated 
underwriting process. 


FLEXIBLE SPENDING ACCOUNT 


I understand that I have 60 days from the effective date of my appointment to open a Flexible Spending 
Account. I also understand that if I do not elect to open an account within the first 60 days of my 
appointment, I will not be able to open an account until the next open season . 

VOLUNTARY LEAVE BANK PROGRAM 


I understand that I have 30 days to become a member of the Voluntary Leave Bank Program. I also 
understand that if I do not elect to join within the first 30 days of my appointment, I cannot be a 
recipient this year and must wait until open season for the following year. 


(Printed Name) 


(Signature) 
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(Date) 
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INSURANCE 


Federal Employee Insurance Benefits Overview 


Federal Employees Health Benefits Program (FEHB) 

Unexpected accidents and illnesses can be expensive. Even routine doctor visits and prescriptions can add 
up. With FEHB, you have 11 or more health plans to choose from. Each plan provides comprehensive 
coverage for you, your spouse, and your children under age 26. Yotlf agency Contributes tO the 
premium. There are no Waiting periods and no restrictions on pre-existing conditions. And 
FEHB now offers Self Plus One coverage. Cheers to good health! 

Federal Employees Dental and Vision Insurance Program (FEDVIP) 

If you want more dental coverage than what your health plan offers, FEDVIP’s comprehensive dental 

insurance can cover you, your spouse, and your unmarried dependent children 

Under age 22 for cleanings, x-rays, cavities, orthodontics, and more. With 10 dental plans to choose 
from, it’s easy to keep your family smiling. 

Federal Employees Dental and Vision Insurance Program (FEDVIP) 

If you want more vision coverage than what your health plan offers, FEDVIP’s comprehensive vision 
insurance can cover you, your spouse, and your unmarried dependent children under age 22 for £y© 

exams, glasses, contact lenses, and even laser eye surgery. With 4 vision plans to 
choose from and premiums starting around $3 biweekly, you're looking well. 

Federal Employees' Group Life Insurance Program (FEGLI) 

With FEGLI, your family is protected from burdensome funeral costs and catastrophic income loss if you 
die unexpectedly You can get coverage from as little as one year's salary to more than 
six years' salary and many options in between. You can also get coverage for your spouse and eligible 
children. Now thats peace of mind you can live with. A helping hand when you need it. 

Federal Long Term Care Insurance Program (FLTOP) 

If you cannot perform everyday tasks such as eating, dressing, and bathing because of a chronic illness, injury, 
disability, or aging, long term care insurance can help you pay for the assistance you need. With FLTCIP, you 
and your eligible family members can be protected from this financial burden that Can COSt an 

average of $30,000 to $83,000 a year. 

Federal Flexible Spending Account Program (FSAFEDS) 

More than 350,000 Feds use pre-tax dollars to save on their health and dependent care expenses. Its like a 
30% discount for what your family spends on prescriptions, doctor visits, glasses, 
orthodontics, and other health expenses. Its also like a 30% discount on daycare 
expenses for your children under age 13 and on daycare for your adult dependents. When you’re in 
FSAFEDS, you’re in the money. 


MORE INFO: www.opm.gov/insure 

For complete information, including terms and conditions, please visit www.opm.gov/insure. 
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The Federal Employees Health Benefits Program (FEHB) 


HEALTH INSURANCE 


Unexpected accidents and illnesses can be expensive. Even routine doctor visits and prescriptions can add up. With 

FEHB, you can get comprehensive health insurance coverage for you, your spouse, and your 
children under age 26. 

There are no waiting periods and no restrictions on pre-existing conditions. All plans offer preventative services at no 
cost when received from a Preferred Provider. This includes childhood immunizations, screenings for cancer, diabetes, 
and high blood pressure, and tobacco cessation services and medications. No matter where you live, you have 11 or 
more health plan options to choose from, each covering: 


• Routine physical exams 

• Doctor's office visits 

• Specialist visits 

• Lab tests 

• Prescriptions 


• Ambulance services 

• Inpatient hospital care 

• Surgery 

• X-rays 

• Maternity care 


• Urgent care 

• Mental health services 

• Stop smoking aids 

• Physical therapy 

• And more 


Who can enroll? 

Most Federal employees 
re eligible 

Annuitants may be 
eligible to continue their 
FEHB coverage into 
retirement if they meet 
certain requirements 

Check with your human 
resources office if you are 
unsure 


When can I enroll? 

During your first 60 days 
as a newly eligible 
employee; or 

During the Federal 
Benefits Open Season 
(mid-November to 
mid-December); or 

When you have a 
qualifying life event 
such as marriage, divorce, 
or birth 


How much does it 
cost? 

It depends on what plan 
you select 

Each pay period, you pay 
about 30% of the premi¬ 
um and your agency pays 
about 70% 

Generally you also pay 
part of the cost for any 
service you receive 


How do I enroll? 

Use your agency electronic 
enrollment system, or 

visit www.opm.gov/forms 
and submit form 
SF 2809 to your human 
resources office 

Annuitants not currendy 
enrolled in FEHB cannot 
enroll after retirement 


Online tools can help you select the right plan for your family: 

Use the plan comparison tools at www.opm.gov/FEHBcompare 

Complete cost and coverage information for each plan available at www.opm.gov/health 


MORE INFO: www.opm.gov/health 

For complete information, including terms and conditions, please review each plans brochure. 
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Federal Employees 
Health Benefits Program 


Health Benefits Election Form 


' 1 En r o11 ee n ame (last, first, middle "inidctf) 

2> Social Security Number 

3. Date of birth (mm/dd/yyyy) 

4. Sex 

M 


F 

5. Are you married? 

| Yes No 

6. Home mai 1 mg address ( including ZIP Code) 

7. If you are covered by Medicare, 
check all that apply. 

A B D 

8. Medicare Claim Number 


9. Are you covered by insurance other than I' 

Yes, indicate in item 10 below. 

4ed 

icare? 

No 


10. Indicate the type(s) of other insurance: 

| | TRICARE | | Other Name of other insurance: 


Policy Number: 


FEHB An FEHB Self Plus One enrollment covers the enrollee and one eligible family member designated by the enrollee. An FEHB Self and Family enrollment covers the 
enrollee and all eligible family members. No person may be covered under more than one FEHB enrollment. See instructions for item 10 on page l. 


II. Email address 

12. Preferred telephone number 

13. Name of family member (last, first . middle initial) 

14. Social Security Number 

15. Dateofbirth (mm/dd/yyyy) 

16. Sex 

M F 

17. Relationship code 

18. Address (if different from enrollee) 

19. If this family member is covered 
by Medicare, check ail that apply. 

A B D 

20. Medicare Claim Number 


21. Is this family member covered by insurance other than Medicare? 

Yes, indicate in item 22 below. No 


B 


TRICARE (33 Other Name of other insurance: 


Policy Number: 


FEHB An FEHB Self Plus One enrollment covers the enrollee and one eligible family member designated by the enrollee. An FEHB Self and Family enrollment covers the 
enrollee and all eligible family members. No person may be covered under more than one FEHB enrollment. See instructions for item Won page l . 


?3. Email address (if applicable, enter email address of your spouse or adult child) 

\ 

24. Preferred telephone number (if applicable, enter preferred phone number of 
your spouse or adult child) 

. Name of fam i ly mem ber (last, first, middle initial) 

26. Social Security Number 

27. Dateofbirth (mm/dd/yyyy) 

28. Sex 

M F 

29. Relationship code 

30. Address (ifdifferent from enrollee) 

31. If this fam i 1 y member is covered 
by Medicare, check all that apply. 

A B D 

32. Medicare Claim Number 


33. Is this family member covered by insurance other than Medicare? 

Yes, indicate in item 34 below. No 


B 


TRICARE | | Other Name of other insurance: ____ Policy Number: _ 

FEHB An FEHB Self Plus One enrollment covers the enrollee and one eligible family member designated by the enrollee. An FEHB Self and Family enrollment covers the 
enrollee and all eligible family members. No person may be covered under more than one FEHB enrollment. See instructions for item Won page L 


35. Email address (ifapplicable, enter email address of your spouse or adult child) 

36. Preferred telephone number (if applicable, enter preferred phone number of 
your spouse or adult child) 

37. Name of family member (last, first, middle initial) 

38. Social Security Number 

39. Date of birth (mm/dd/yyyy) 

40. Sex 

M F 

41. Relationship code 

42. Address (ifdifferent from enrollee) 

43. If this family member is covered 
by Medicare, check all that apply. 

A B D 

44. Medicare Claim Number 


45. Is this family member covered by insurance other than Medicare? 

Yes, indicate in item 46 below. No 


R 


TRICARE [33 Other Name of other insurance: _ Policy Number: _ 

FEHB An FEHB Self Plus One enrollment covers the enrollee and one eligible family member designated by the enrollee . An FEHB Self and Family enrollment covers the 
enrollee and all eligible family members. No person may be covered under more than one FEHB enrollment. See instructions for item 10 on page /. 


'mail address (ifapplicable , enter email address of your spouse or adult child) 


48. Preferred telephone number (if applicable, enter preferred phone n um ber of 
your spouse or adult child) 
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Enrol lee name: 


Date of birth: 



1. Plan name 


2. Enrollment code 


Siam 

_| I do NOT want to enroll in the FEHB Program 


|_| [ CANCEL my enrollment. 

My signature in Part II certifies that I have read and understand the 
information on page 3 regarding cancellation of enrollment. 


My signature in Part H certifies that I have read and understand the 
information on page 3 regarding this election . 

I SUSPEND my enrollment. 

My signature in Part 11 certifies that 1 have read and understand the 
information on page 4 regarding suspension of enrollment 


WARNING: Any intentionally false statement in this application or willful misrepresentation relative thereto is a violation of the law punishable by a fine of not more than 
SI0,000 or imprisonment of not more than 5 years, or both. (18 U.S.C. 1001.) 


I. Your signature (do not print) 


2. Date (mm/dd/yyyy) 


REMARKS 


l . Date received (mm/dd/yyyy) 

2. Effective date of action (mm/dd/yyyy) 

3. Personnel telephone number 

( 202 )514-7772 

A Name and address of agency or retirement system 

JS Department of Justice 


5. Authorizingofficial (pleaseprint) 

Blaine C. Jackson, Jr. 

145 N Street, NE, Suite 9W.300 

Washington, DC 20530 


6. Signature of authorized agency official 

7. Payroll office number 

8. Payroll office contact (please print) 

9. Payroll telephone number 

12400001 

Tamira Murphy 

( 202 ) 616-9008 


1 
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The Federal Employees Dental and Vision Insurance Program (FEDVIP) 


DENTAL INSURANCE 


If you want more dental coverage than what your health plan offers, FEDVIP provides Comprehensive dental 
insurance with no waiting periods (except orthodontia in some plans). You have several plans to choose 
from, each covering: 


Routine exams 
and cleanings 

X-rays 


Crowns 
Root canals 
Dentures 


Fillings 
Orthodontics 
And more! 


Who can enroll? 

Federal employees who 
are eligible to enroll in 
FEHB health insurance, 
but you do not have to be 
enrolled in FEHB 

Annuitants receiving an 
immediate annuity 
regardless of FEHB 
Jigibility 

Contact your human 
resources office if you are 
unsure of your eligibility 


Who is covered by 
my enrollment? 

Self Only covers just you 

Self Plus One covers you 
and one specified eligible 
family member: your 
spouse or one unmarried 
dependent child under 
age 22 

Self and Family covers 
you, your spouse, and 
all your unmarried 
dependent children 
under age 22 listed on 
your enrollment 


When can I enroll? 

During your first 60 days 
as a newly eligible 
employee; or 

During the Federal 
Benefits Open Season 
(mid-November to 
mid-December); or 

When you have a 
qualifying life event such 
as marriage or losing 
other dental coverage 


How much does 
it cost? 

It depends on what plan 
you select and where you 
live. Some areas pay 
higher premiums than 
others 

Routine basic services like 
exams and cleanings are 
covered 100% when you 
use a network dentist. 

For other services, you 
usually pay part of the 
cost out-of-pocket 


Online tools can help you select the right plan for your family: 

Plan comparison tools available at www.opm.gov/FEDVIPcompare 

Complete cost and coverage information for each plan available at www.opm.gov/dental 


ENROLLMENT INFO: www.benefeds.com or 1-877-888-3337 

For complete information, including terms and conditions, please review each plan’s brochure. 
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The Federal Employees Dental and Vision Insurance Program (FEDVIP) 

VISION INSURANCE 


If you want more vision coverage than what your health plan offers, FEDVIP provides Comprehensive vision 
insurance for you and your eligible family members. You have 4 plans to choose from, 

each covering: 


Routine eye exams 
Contact lenses 

Discounts on laser eye surgery 
Eyeglass frames and lenses 


Lens options such as shatter-resistant 
polycarbonate; scratch-resistant, 
anti-reflective, and UV coatings; and 
tinted and progressive lenses 


Who can enroll? 

Federal employees who 
are eligible to enroll in 
FEHB health insurance, 
but you do not have to be 
enrolled in FEHB 

Annuitants receiving an 
immediate annuity 
regardless of FEHB 
eligibility 

Contact your human 
resources office if you are 
unsure of your eligibility 


Who is covered by 
my enrollment? 

Self Only covers just you 

Self Plus One covers you 
and one specified eligible 
family member: your 
spouse or one unmarried 
dependent child under 
age 22 

Self and Family covers 
you, your spouse, and 
all your unmarried 
dependent children 
under age 22 listed on 
your enrollment 


When can I enroll? 

During your first 60 days 
as a newly eligible 
employee; or 

During the Federal 
Benefits Open Season 
(mid-November to 
mid-December); or 

When you have a 
qualifying life event such 
as marriage or losing 
other vision coverage 


How much does 
it cost? 

It depends on what 
plan you select. Vision 
premiums start at around 
$3 biweekly ($7 monthly) 
for Self Only 

All plans provide benefits 
for your choice of either 
glasses or contacts 


Online tools can help you select the right plan for your family: 

Plan comparison tools available at www.opm.gov/FEDVIPcompare 

Complete cost and coverage information for each plan available at www.opm.gov/vision 


ENROLLMENT INFO: www.benefeds.com or 1-877-888-3337 

For complete information, including terms and conditions, please review each plans brochure. 
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FLEXIBLE SPENDING ACCOUNTS 

(FSAFEDS) 


AMERICAN 

^OVERSIGHT 




The 

Benefit that 


As a Federal employee, you’re eligible for a wide variety of employee 
benefits, including the FSAFEDS Program. Through FSAFEDS, you can 
enroll in a Flexible Spending Account (FSA) and use pre-tax dollars to 
pay for eligible expenses for you, your spouse, and your qualifying 
children or relatives. An FSA provides a tax break, 
and it’s simple to use. 

Save an average of 30% by using tax-free money to cover expenses 
that you’re currently paying for out of pocket. That means if you 
earn $60,000 and contribute $2,000 to your FSAFEDS account, 
you save about $600 each year. 
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The types of products or services that are FSA-eligible depend on the type of 
FSA you have. Just choose the FSAs that are right for you and your family: 


Health Care FSA (HCFSA) 


+ 




A Health Care FSA covers eligible medical, dental, and vision expenses that are not 
paid or reimbursed by your health, dental or vision care plan. 


Typical HCFSA Expenses: 

• Doctor visits 

• Surgery 

• Physical therapy 

• Prescription drugs 

• Dental cleanings and X-rays 

• Braces 


• Massage therapy 

• Eyeglasses 

• Contacts 

• Over-the-counter items like 
bandages, contraceptives, and 
diabetes supplies 


Limited Expense Health Care FSA (LEX HCFSA) 



A Limited Expense Health Care FSA is compatible with a Health Savings Account 
and reimburses eligible dental and vision expenses. 


Typical LEX HCFSA Expenses: 


• Dental checkups 

• X-rays 

• Cleanings 

• Crowns 

• Braces 


Vision exams 
Eyeglasses 
Contacts 
Solutions 

Corrective vision surgery 


Dependent Care FSA (DCFSA) 
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you take care of your loved ones while you work. 


Typical DCFSA Expenses: 

♦ Care for children under age 13, such as 

- Child day care 

- Nanny services 

- Pre-school 

- Before and after-school care 

- Summer day camp 


Care for your adult disabled child 
or relative who is physically or 
mentally incapable of self-care 
and lives in your home, such as 
adult day care 


Find a complete list of eligible expenses and additional details at www.FSAFEDS.com 
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Savings Year After Year 

;"he HCFSA and the LEX HCFSA allow you to carry over up to $500 in 
your account from one plan year to the next if you re-enroll during Open 
Season for the following year. With far less “use or lose” risk, there’s no 
reason not to take advantage of the tax savings every year. 


How to Sign Up 

Simply decide which FSAs work best for you, then decide how much to 
contribute. With the savings calculators available at www.FSAFEDS.com, it’s easy to 
estimate your contributions and add up your savings. After you decide how much you 
want to put in your FSAFEDS account, select Enroll In A Plan on the FSAFEDS website. 


Note: The minimum contribution amount is $100. The maximum amount you can contribute to an 
FICFSA or LEX HCFSA is $2,600. And by law, the maximum amount that can be contributed to a DCFSA 
is $5,000 per household ($2,500 if married filing separately). 


When to Enroll 


"Hie timing of your enrollment depends on your situation: 

• Active Federal employees sign up for an FSA during Open Season (mid-November to 
mid-December). If you’re already enrolled, keep in mind that you have to re-enroll each year. 

• New employees may enroll up to 60 days from their hire date, but before October 1 or wait for 
Open Season. 



• Employees experiencing a qualifying life event, like marriage or the birth of a baby, have 60 days 
from the date of the event to enroll in the FSAFEDS Program. This must be done before October 1 
or you wait for Open Season. 


How to Contribute 
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After you enroll in FSAFEDS, money for your FSA is 
deducted automatically from your paycheck before 
taxes are taken out. HCFSA and LEX HCFSA 
funds are available on January 1 - the first day 
of the benefit period. However, DCFSA funds 
are only available when withdrawn from your 
paycheck and deposited into your account. 
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How to Use Your Account 


With several payment and reimbursement options, your FSAFEDS 
account is easy to use. It covers a wide variety of eligible expenses 
for you, your spouse, and eligible dependent throughout the benefit 
period. Manage your account via a secure website on your computer 
or mobile device that’s connected to the Internet or the FSAFEDS app. 



To find out important dates and claims deadlines, check out the FAQs 
available on the FSAFEDS website. 



We’re Here to Help 

If you have questions or need additional details about the FSAFEDS Program, please visit 
www.FSAFEDS.com. Or if you prefer, simply give us a call. Our Benefits Counselors are 
available Monday through Friday, from 9 a.m. to 9 p.m. Eastern Time. 


Q TEL: 877-FSAFEDS (372-3337) 
sf TTY: 866-353-8058 
www.FSAFEDS.com 



The information presented in this brochure is not all-inclusive, nor a guarantee of eligibility or 
payment. Eligibility will be determined by the applicable provisions of the plan, based on Internal 
Revenue Service regulations for FSA programs. 

The term ‘■savings'' herein refers only to tax savings and actual savings are dependent on individ¬ 
ual tax rates. No part of this document constitutes tax, financial, or legal advice. Please consult 
your advisor regarding your personal situation and whether this is the right program for you. 




© 2014-2016 WageWorks. Inc. All rights reserved. WageWorks, Inc. is a third party administrator for FSAFEDS sponsored by the U.S. 

Office of Personnel Management. 

4151-FEDS (11/2016) 
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LONG TERM CARE INSURANCE 
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The Federal Long Term Care Insurance Program 


The Federal Long Term Care Insurance Program 


See inside for: 

► Long term care and long term care insurance facts 

► Program benefits 

► Eligibility to apply, including: 

► qualified relatives 

► new and newly eligible employees 

► And much more! 
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The realities of long term care 

The meed for long term care can arise from injury or illness at any 
age—the Federal Long Term Care Insurance Program offers protection 
and support when it’s needed the most. 

Longterm care is personal care and other related services provided 
on an extended basis to people who need help with specific 
everyday activities (called activities of daily living) or who need 
supervision due to a severe cognitive impairment, such as 
Alzheimer’s disease. It’s common for people to think of this type 
of care as only for the elderly and only taking place in nursing 
homes. Actually, the need for long term care can strike at any time 
in life due to an accident, illness, or injury. And most long term 
care is provided at home and not in facilities. 

Regardless of the setting—home, assisted living facility, or nursing 
home—long term care can be expensive. And making decisions 
about long term care can be difficult. The Federal Long Term Care 
Insurance Program (FLTCIP), the group longterm care insurance 
program that only members of the Federal family can apply for, 
can help. 

You might think you’re covered 

Many people think that long term care is covered by traditional 
medical insurance plans. It’s important to know that long term 
care expenses generally are not covered by the Federal Employees 
Health Benefits (FEHB) Program, TRICARE, TRICARE For Life, or 
disability income insurance. While Medicare covers some care 
in nursing homes and at home, it does so only for a limited time 
and is subject to restrictions. 

The U.S. Department of Veterans Affairs provides limited long term 
care services, with restrictions on who can receive them. And 
Medicaid—the joint Federal-state program that pays for health care 
services for individuals who meet their state’s poverty guidelines— 
cannot be accessed until virtually all of your assets have been 
depleted to state-required levels and may provide little choice or 
control over the care you receive. 


( 
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Long term care and long term care insurance 













Long term care and long term care insurance 


The value of long term care insurance 

Long term care insurance helps pay for long term care services 
in many settings—at home or in an adult day care facility, assisted 
living facility, or nursing home. Long term care insurance can 
help ensure your independence and reduce your reliance on loved 
ones should you need long term care. The coverage also offers 
greater control over the type of care you will receive and where you 
receive it. 

Long term care insurance can also improve your financial security. 
It helps protect your income, including pensions and annuities, 
and your savings, such as your Thrift Savings Plan, IRAs, or other 
investments, from being exhausted by long term care costs. 

No matter your age, long term care insurance should be a key 
part ofyour financial planning activities. 

Coverage under the FLTC1P 

The FLTCIP provides valuable protection from the potentially 
high costs of longterm care. Enrollees can feel secure about 
the program’s comprehensive coverage because the FLTCIP is: 

► The largest longterm care insurance program in the nation 
Sponsored by the U.S. Office of Personnel Management (OPM) 

► Insured by one of the nation’s leading insurers, John Hancock 
Life & Health Insurance Company 

The FLTCIP provides industry-leading benefits and offers flexible 
options that allow enrollees to tailor coverage to meet their needs. 

This voluntary program can be an important part ofyour Federal 
benefits package. It’s paid for entirely by enrollee premiums, 
with no government contribution. This program is medically 
underwritten, which means that you’ll have to answer questions 
about your health on your application. Certain medical conditions, 
or combinations of conditions, will prevent some people from 
being approved for coverage. You need to apply to find out if you 
qualify for coverage under the FLTCIP. 
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Comprehensive features and services 

Home, assisted living, and nursing home care 

The FLTCIP provides comprehensive coverage for care provided 
in a variety of settings, including the following: 

At home, care provided by a nurse, home health aide, therapist, 
or other authorized provider (including a friend or family member 
authorized to act as an informal caregiver) is covered. 

Within the community, services provided at adult day care 
centers are covered.- 

► In an assisted living facility, care, including specialized care 
for persons living with Alzheimer’s disease, is covered. 

In a nursing home, skilled, intermediate, and custodial 
care are covered. 

More on home care 

Family members and friends can provide care as informal caregivers. 

One of the FLTCIP’s most popular benefits is coverage for care 
provided in the home by friends, family members, and other 
unlicensed caregivers who did not normally live in your home at 
the time you became eligible for benefits. When informal care 
is provided by family members, it’s covered for up to 500 days. 
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*This is a general description of coverage and is not an insurance contract. 
Only the FLTCIP Benefit Booklet contains governing contractual provisions. 


With its inclusive home care and 
stay-at-home benefits, the FLTCIP 
helps enrollees remain at home for 
as long as possible. 
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FLTCIP BENEFITS 



FLTCIP BENEFITS 


Consultative services 

Pressure-free advice and support for the Federal family. 

The FLTCiP provides access to experienced and knowledgeable 
program consultants who can help guide decision-making, 
compare plans, provide personalized rate quotes, and assist 
in completing an application for coverage. 

Expert care coordination 

A valuable support system—making a difference in the lives of families. 

Care coordination services help individuals manage the challenging 
transition from living independently to receiving longterm care. 
Care coordinators (registered nurses) provide enrollees with 
information and offer assistance and advice about their long term 
care options. 

Care coordinators can assist in providing access to discounted 
services, help monitor the care that is being delivered, and assist 
with updating your plan of care as needs change. Care coordinators 
can also authorize an alternate plan of care, under which you can 
receive benefits for services that are not specifically covered under 
the program. 

If you ever need to initiate a claim, you or your legal representative 
(including a physician or caregiver) should call us. An individual 
care coordinator is assigned for the life of your claim, so each 
time you call, you will speak to the same person who knows 
your particular situation. Additionally, all care coordinators 
have experience with the emotional, social, and financial issues 
surrounding long term care. You can contact your care coordinator 
to ask any questions you may have, even if you are not receiving 
benefits. 

The value of care coordination—which is available to all FLTCIP 
enrollees and their qualified relatives—is illustrated by the many 
warm relationships that have developed between families and 
coordinators over the years. This helpful support system, which 
makes a real difference in the lives of families, is a key part of 
FLTCIP coverage. 
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Valuable standard features 

The FLTCIP delivers superior value by offering the following 
standard features to its enrollees: 

Waiver of premium: Once you have completed your waiting period, 
you do not pay premiums while you are receiving benefits. 

Guaranteed renewable: Your coverage will not be canceled as long 
as you pay your premiums on time. And your coverage cannot be 
canceled due to your age or a change in your health. Your premium 
can only be changed on a group, not an individual, basis. 

International benefits: The FLTCIP provides coverage if you 
require care in a country outside the United States. Some 
restrictions apply. 

Portability: Even if you are no longer a member of an eligible group 
(for example, if you are an employee who leaves government 
employment), you can keep your coverage as long as you continue 
to pay the required premium and have not exhausted your 
maximum lifetime benefit. 

Respite services: The FLTCIP pays benefits to provide your 
primary caregiver with temporary relief from his or her caregiving 
responsibilities. 

Stay-at-home benefit: The FLTCIP offers enrollees numerous 
options that support care at home, including care planning visits, 
home modifications (such as installing wheelchair ramps), 
emergency medical response systems, durable medical equipment 
(such as wheelchairs, walkers, or hospital-style beds), caregiver 
training, and home safety checks. 

Bed reservations: If you are in an assisted living facility, nursing 
home, or hospice facility and need to leave that facility for any 
reason (for example, you need to be hospitalized), the FLTCIP 
pays benefits to hold your space. 

Hospice care: Hospice care provided at home or within a facility 
is covered under the FLTCIP. 


{ 


AMERICAN 



DOJ-17-0211-B-000056 





FLTCIP b 



A personalized plan that works for you 

Because there is no one-size-fits-all when it comes to long 
term care insurance, the FLTCIP offers the opportunity to make 
personalized benefit selections in three key areas: 

Daily benefit amount (DBA): the maximum amount the FLTCIP 
will pay for a single day of long term care services. 

Benefit period: the length of time your benefits will last if you 
receive care every day that is reimbursed at a level equal to 
the DBA. 

Inflation protection: options that increase the value of benefits 
over time to keep pace with increasing costs of care. 

Applicants have the choice of selecting a prepackaged plan or 
customizing a plan to meet their specific needs. 

For detailed benefit information, see Book One: Program Details 
and Rates at www.LTCFEDS.com/documents or call us for an 
information kit and personalized rate quote. 
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Long term care is not just for the elderly. 

1 ~ In t cn is i in 11 * tro 
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Nearly 41 % of long term care is provided 
to people under age 65. 

Georgetown University Long-Term Care Financing Project, 
Long-Term Care Financing: Policy Options for the Future, 
June 2007. 
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Who is eligible to apply? 
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' Federal and U.S. Postal Service (USPS) employees in positions that 
convey eligibility for the Federal Employees Health Benefits (FEHB) 
Program (whether or not they are actually enrolled) and annuitants 

► Active members of the uniformed services who are on active duty 
or full-time National Guard duty for more than 30 days, including: 

► active members of the Selected Reserve (members of the 
Individual Ready Reserve are not eligible to apply) 

► Retired members of the uniformed services who are entitled 
to retired or retainer pay, including: 

► retired grey reservists, even if they are not yet receiving 
their retired pay 

► Other eligible employees and annuitants: 

► deferred annuitants 

► separated employees with title to a deferred annuity, even 
if they are not yet receiving that annuity 

► Tennessee Valley Authority employees (even though they may 
not be eligible for FEHB coverage) and annuitants 

► D.C. Government employees and annuitants who were first 
employed by the D.C. Government before October 1, 1987 

► D.C. Courts employees and annuitants 

► Navy Personnel Command (BUPERS) employees and annuitants 

► Nonappropriated Fund (NAF) employees and annuitants 

► Survivors of deceased workforce members receiving an annuity 
(visitwww.LTCFEDS.com/eligibilityto determine if you are 
eligible as a survivor) 

► Qualified relatives are also eligible to apply. See the following 
pages for details. 

Visit www.LTCFEDS.com for the full eligibility listing. 

This program is medically underwritten, which means that you’ll 
have to answer questions about your health on your application. 
Certain medical conditions, or combinations of conditions, will 
prevent some people from being approved for coverage. You need 
to apply to find out if you qualify for coverage under the FLTCIP. 
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Have premiums deducted 
directly from your pay! 

Most enrollees take advantage of 
convenient payroll or annuity/pension 
deductions to pay premiums for 
themselves and/or their qualified relatives. 
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Eligibility www.LTCFEDS.com 
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Qualified relatives can also apply' 

Even if you don’t apply for coverage, your qualified relatives can, 
so tell them about the program today! 

Planning ahead for the possibility of needing long term care makes 
sense. If you wait until you or a loved one needs long term care, 
options may be limited. Share this information with your qualified 
relatives today. If they apply and are approved for coverage, they 
can benefit from the protection and peace of mind the FLTCIP 
offers. The following relatives are eligible to apply for coverage: 

► Current spouses of eligible employees 

► Current spouses of eligible annuitants (but not former spouses, 
even if they are receiving an apportionment of annuity) 

► Parents, parents-in-law, and stepparents of living eligible 
employees (parents, parents-in-law, and stepparents of 
annuitants are not eligible) 

► Adult children (at least 18 years old, including adopted and 
stepchildren) of living eligible employees and annuitants 

► Domestic partners of eligible employees and annuitants (visit 
www.LTCFEDS.com/eligibilityto determine if you are eligible 
as a domestic partner); a Declaration of Domestic Partnership 
form must be submitted to the employee’s agency or annuitant’s 
retirement system before you apply 

Visit www.LTCFEDS.com for the full eligibility listing. 

This program is medically underwritten, which means that your 
qualified relatives who choose to apply will have to answer 
questions about their health on their application. Certain medical 
conditions, or combinations of conditions, will prevent some 
people from being approved for coverage. They need to apply to 
find out if they qualify for coverage under the FLTCIP. 


’‘Qualified relatives must complete the full underwriting application. 


I 


The FLTCIP offers its enrollees greater 
control and more choices regarding 
their care. Tell your qualified relatives 
about the program today! 
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Why plan now? 

Planning reduces financial and 
emotional stress on families. 


Long term care can be 
i e xp.ensiv-e.i By_plannin g no w, you 
\ can preserve more of your future 
I savings and assets for needs 
other than long term care, 
f You’ll also have greater control 
over your care. 





New and newly eligible employees 

Take advantage of your 60-day abbreviated underwriting period. 

If you’re a new or newly eligible employee, you (and your spouse 
if you are married) enjoy special incentives to apply for coverage 
under the FLTCIP within 60 days of your hire or eligibility date: 

► You can apply with abbreviated underwriting, which means that 
you answer fewer health questions on your application. If you’re 
married, your spouse can also apply with abbreviated underwriting 
within the same 60-day period, even if you choose not to apply. 

► If you’re currently healthy, you avoid the risk that a future illness 
or condition may disqualify you from obtaining coverage at a 
later date. 

You (and your spouse if you are married) can still apply for 
coverage after your 60-day abbreviated underwriting period ends, 
but you must complete a full underwriting application that asks 
more questions about your health. 

Coverage that meets your changing needs 

Coverage includes inflation protection: options that help ensure 
that your coverage keeps pace with the rising costs of long term 
care services. 

Coverage follows you; the FLTCIP is portable. When you leave 
Federal service or retire, you can take your coverage with you as 
long as you pay your premiums. 

This program is medically underwritten, which means that you’ll 
have to answer questions about your health on your application. 
Certain medical conditions, or combinations of conditions, will 
prevent some people from being approved for coverage. You need 
to apply to find out if you qualify for coverage under the FLTCIP. 




To see a full listing of who is 
eligible for this 60-day abbreviated 
underwriting period, or to apply 
online, visit www.LTCFEDS.com/apply. 
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New and newly eligible employees www.LTCFEDS.com 
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Start planning today 

When it comes to planning for your future, there are important 
reasons to address potential longterm care needs sooner rather 
than later: 

► The coverage you buy for the future can also help protect you today. 
If an accident or illness occurs when you are relatively young, 

and you require long term care, your FLTCIP coverage will be there 
to help pay for the costs of care. 

► You’ll benefit now from the peace of mind that comes with 
knowing you have long term care insurance coverage. 

Getting ready to retire? 

Retirement planning is essential in today’s world—people are 
living longer and need a plan that can sustain them throughout 
the course of retirement. 

By including the FLTCIP in your retirement planning, you’re 
protecting what you’ve worked for. Take steps to save your 
nest egg for what you’d really like to use it for. 

Use these helpful tools to weigh your options 
At www.LTCFEDS.com, you’ll find a variety of helpful information 
and valuable resources: 

► Easy-to-use planning tools: 

► the Self-Funding Tool helps you calculate how much money 
you would have to set aside each month to fund potential 
long term care costs. 

► the Cost of Care Tool allows you to calculate the average cost 
of care for home care, assisted living facilities, and nursing 
homes in your area. 

► the Premium Calculator allows you to calculate current 
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► Information and forms 

► Frequently asked questions 

► Full and abbreviated online applications 

Speak to a program consultant 

Learn more about the benefits and coverage available with 
the FLTCIP, get premium quotes, and receive help completing 
an application for coverage. Take the time to call and discuss 
your options. 
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'"Premiums are not guaranteed. Your premium will not change because 
you get older or your health changes or for any other reason related solely 
to you. However, your premiums may increase if you are among a group 
of enrollees whose premium is determined to be inadequate. While the 
group policy is in effect, OPM must approve the change. 
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Apply for coverage today! 

At www.LTCFEDS.com, you can: 

► Download an information kit 
and application 

► Apply online 


Or call... 

1-800-LTC-FEDS ( 1 - 800 - 582 - 3337 ) 
TTY 1 - 800 - 843-3557 
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Include the FLTCIP in your plans 






AME 

pv 



The Federal Long Term Care Insurance Program is 
sponsored by the U.S. Office of Personnel Management, 
offered by john Hancock Life & Health Insurance Company, 
and administered by Long Term Care Partners, LLC. 



FLTCIP5893 v. 1 0815 
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FEDERAL GROUP LIFE 
INSURANCE (FEGLI) 
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The Federal Employees' Group Life Insurance Program (FEGLI) 

LIFE INSURANCE 


FEGLI can help you protect yOUF loved Ones from burdensome funeral costs and catastrophic loss of your 
income if you die unexpectedly. 



Amount of Coverage: Your annual salary rounded up to the next even $1,000, plus $2,000 

Who is Covered?: You 

Cost each biweekly pay period: 15C per $1,000 of coverage (Free for postal employees) 

Cost increases with age?: No 

Newly eligible employees automatically enrolled?: Yes, unless you waive coverage 




Amount of Coverage: $ 10,000 
Who is Covered?: You 

Cost each biweekly pay period: Starting at 20C 
Cost increases with age?: Yes 

Newly eligible employees automatically enrolled?: No, you must elect this coverage 

Amount of Coverage: 1 , 2,3,4, or 5 multiples of your salary rounded up to the next even $1,000 

Who is Covered?: You 

Cost each biweekly pay period: Starting at 2C per $ 1,000 of coverage 

Cost increases with age?: Yes 

Newly eligible employees automatically enrolled?: No, you must elect this coverage 

Amount of Coverage: 1,2, 3,4, or 5 multiples. Each multiple equals $5,000 for the life of your 
spouse and $2,500 for the life of each eligible child 
Who is Covered?: Your spouse and unmarried dependent children under age 22 

Cost each biweekly pay period: Starting at 22C per multiple 
Cost increases with age?: Yes 

Newly eligible employees automatically enrolled?: No, you must elect this coverage 


\ 
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1 want to... 

When can 1 do this? 

How can 1 do this? 

Enroll or increase 
coverage 

• First 60 days as a new or newly 
eligible employee; or 

• Within 60 days after a life event 
(marriage, divorce, death of spouse, 
acquire an eligible child); or 

• Life insurance Open Season (not 
annual - infrequent); or 

• When you pass a physical exam 
(Option C excluded) 

• Use your agency’s electronic 
enrollment system; or 

• Go to 

opm.gov/forms/standard-forms 

• Submit form SF 2817 to your human 
resources office 

• Bring a blank form SF 2822 to your 
human resources office (physical 
exam applications only) 

Cancel or reduce 
coverage 

Anytime 

Use your agency’s electronic enrollment 
system or submit form SF 2817 to your 
HR office 

Designate a (new) 
beneficiary 

Anytime 

Submit form SF 2823 to your HR office 


MORE INFO: www.opm.gov/life 


For complete information, including terms and conditions, please visit www.opm.gov/life. 
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FEGLI 

Federal Employees' 
Group Life Insurance 


Life Insurance Election 

Federal Employees' Group Life Insurance Program 

See Privacy Act Statement on back of Part 3 


Form Approved: 
OMB No. 3206-0230 


General Instructions 

By law. unless you waive all coverage or are ineligible, you are automatically 
covered for Basic life insurance as an employee. When you first become 
eligible for FEGLI. you may (I) do nothing and have Basic automatically. 

(2) elect Basic and any or all of the options, or (3) waive all life insurance 
coverage. If you are changing a previous election, see the back of Part 3 - 
Employee Copy. 


• Read the back of Part 3 - Employee Copy carefully. 

• Assignees completing this form should read Items 5 and 6 on the 
back of Part 3. 

• Give all parts of your completed form to your employing office. 
Your employing office will complete Section 6 of this form (or its 
electronic equivalent) and return your copy to you. 

*This election supersedes all previous elections .* 


Fill in identifying information concerning the employee. 


<4 

Name (last, first, middle) 

Date of birth (mm/dd/yyyy) 

Social Security Number 


Employing department or agency 

OWCP claim number, 
if applicable 

Location of department or agency where you 
work (city, state. ZIP code) 

Daytime telephone number 
(including area code) 


To elect or retain Basic, sign and date below. If you do not sign for Basic, you (or your assignee) may not elect or retain any form of optional 
insurance. If you do not want any insurance at all. skip to Section 5. 

I want Basic. 1 authorize deductions to pay my share of the cost. (Basic may be provided without cost to U.S. Post al Service employees.) 

SIGNATURE (Do not print. Only you or your assignee may sign. Signatures by guardians, consen ators or through a power oj Date (mm/dd/yyyy) 
tfaSIC attorney are not valid.) 


If you signed for Basic in item 3 above, you may elect or retain any or all of the following options (UNLESS you have previously waived any or all 
of these options, in which case you may elect only those options which you are eligible to elect as outlined in the FEGLI Program Booklet). Sian the 
Optional hox(es) below for any option(s) you are eligible for and wish to elect or retain. If you do not sign for an option, you have waived it and your "future 
* opportunities to enroll in it are strictly limited. 

You will not be coveredfor any option(s) for which you do not sign below, regardless of whether you previously elected the option(s). 


Option A - Standard 

I want Option A. 

I authorize deductions to pay the full cost. 


SIGNATURE (Do not print. Only you or your assignee 
may sign. Signatures by guardians, conservators or 
through a power of attorney are not valid.) 


Option B - Additional 

I want Option B in the multiple of my annual basic pay I 
indicate below. I authorize deductions to pay the full cost. 



j 

3 times my pay 




3 multiples 

1 times my pay 

t 

4 times my pay 


1 multiple 

_ 

4 multiples 

2 times my pay 

— j 

5 times my pay 

i 

2 multiples 

_! 

5 multiples 


SIGNATURE (Do not print. Only you or your assignee 
may sign. Signatures by guardians, conseiwators or 
through a power of attorney are not valid.) 


Option C - Family 

I want Option C in the multiple I indicate below. 

I understand that each multiple is worth $5,000 upon 
the death of my spouse, and $2,500 upon the death of an 
eligible child. I authorize deductions to pay the full cost. 


SIGNATURE (Do not print. Only you or your assignee 
may sign. Signatures by guardians, conservators or 
through a power of attorney are not valid.) 


Date (mm/dd/yyyy) 


Date (mm/dd/yyyy) 


Date (mm/dd/yyyy) 


If you want NO life insurance coverage, sign and date below. 


I want NO life insurance coverage. I understand that any life insurance I have will stop at the end of the last day of the pay period in which my 
~ . - employing office receives this waiver. Further, I cannot get Basic life insurance unless (1)1 wait at least 1 year after 1 sign this form and submit 

Waiver OI satisfactory medical information, or (2) I experience a life event, or (3) I have a break in Federal service of at least 180 days.'or (4) I participate in an 
all life °P en season - which is held infrequently. I understand that I cannot get any optional insurance unless I first have Basic. I understand that my decision to 

iffaS BS • waive life insurance coverage now may affect my eligibility for coverage as a retiree. 

■ SIGNATURE (Do not print. Only you or your assignee may sign. Signatures by guardians, conservators or through 
Coverage a^mer of attorney are not valid.) 

Date (mm/dd/yyyy) 

^ Agency Remarks: 

o Use 



If new/newly eligible employee, 
enter "0" for event. 




Number of event permitting 

Name and address of employing office 

U. S. Department of Justice 
^i*i q, v ^nn 

Date received in employing office 
(mm/dd/yyyy) 

Effective date of coverage 
(mm/dd/yyyy) 

change 

(See hack of Part 2) 


ouue 7vv .jkjxJ 

l followed the instructions on the back of Part 1. 

1 4j in street in b 

Washington. DC 20530 

Signature of authorized agency official 


The employee's copy of this form, when completed by the employing office, together with the FEGLI Program Booklet (FE 76-21 or FE 76-20 for U.S. Postal Service employees) 

constitute the employee's Certificate (proof) of Insurance. 
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This booklet contains highlights of the Federal Employees Retirement 
System (FERS). It is not meant to provide a detailed explanation of all 
the plan provisions. The information is based on the law in effect at 
the time the booklet went to publication. 

Under the Balanced Budget Act of 1997, Public Law 105-33 for fiscal 
year 1998, employee retirement contributions will increase as follows. 
Deductions for the Civil Service Retirement System and the Federal 
Employees Retirement System would be increased by 0.25% in January 
1999, by an additional 0.15% in January 2000, and by 0.1% more in 
January 2001, for a total Increase of 0.5%. These higher contribution 
rates would be in effect through 2002. 


I 


Additional retirement information and all publications of the U.S. Office of 
Personnel Management listed in this pamphlet are available on the Internet. 


OPM Website — http://www.opm.gov/asd 


For sale by the U.S. Government Printing Office 
Superintendent of Documents, Mall Stop: SSOP, Washington, DC 20402-9328 

ISBN 0-16-045533-2 
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Introduction 


iHMMaai 


R etirement. . . a time for reflection, rest, and enjoyment... a rewarding time. 

But, a rewarding retirement doesn’t just happen. It takes careful planning. 
Knowing when you can retire and where you will stand financially are important 
parts of that planning process. The financial security you will have in the future 
depends, in part, on the plans you make today. 

Recognizing the importance of your future, the Federal Government offers a retire¬ 
ment program that helps provide financial security for you and your family. You 
are a participant in the Federal Employees Retirement System (FERS). This is 
one of the most important benefits you receive as a Federal employee. 

FERS is a retirement system that is responsive to the changing times and Federal 
work force needs. Many of its features are "portable,” so that if you leave Federal 
employment, you may still qualify for the benefits. FERS is flexible; you will be 
able to choose what is best for your individual situation. And FERS enables you to 
take an active role in securing your future. 

This booklet highlights the main features of the Federal Employees Retirement Sys¬ 
tem (FERS). 
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Overview 


The Federal Employees Retirement Sys¬ 
tem, or FERS, became effective Januaiy 
1, 1987. Almost all new employees 
hired after December 31, 1983, are 
automatically covered by FERS. Certain 
other Federal employees not covered by 
FERS have the option to transfer into 
the plan. 

The Components 

FERS is a three-tiered retirement plan. 
The three components are: 

s Social Security Benefits 


You pay full Social Security taxes and a 
small contribution to the Basic Benefit 
Plan. In addition, your agency puts an 
amount equal to 1% of your basic pay 
each pay period into your Thrift Sav¬ 
ings Plan (TSP) account. You are able 
to make tax-deferred contributions to 
the TSP and a portion is matched by 
the Government. 

The three components of FERS work 
together to give you a strong Financial 
foundation for your retirement years. 


✓ Basic Benefit Plan 

✓ Thrift Savings Plan 
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Benefits ■■■ 
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The first part of your benefit is Social 
Security. 

What is Social Security? 

The term “Social Security” means bene¬ 
fit payments provided to workers and 
their dependents who qualify as benefi¬ 
ciaries under the Old-Age Survivors, 
and Disability Insurance (OASDI) pro¬ 
grams of the Social Security Act. OASDI 
replaces a portion of earnings lost as a 
result of retirement, disability, or 
death. It is designed to provide benefits 
that replace a greater percentage of 
earnings for lower-paid workers than 
for higher-paid workers. This means 
that Social Security benefits are more 
important for lower-paid workers than 
higher-paid workers. 

As an employee with FERS coverage, 
you have Social Security coverage. You 
also are covered under Social Security's 
Medicare Hospital Insurance program. 
This pays a portion of hospital 
expenses incurred while you are receiv¬ 
ing Social Security disability benefits or 
retirement benefits at age 65 or older. 


Social Security Benefits 

Social Security programs provide: 

y Monthly benefits if you are retired 
and have reached at least age 62, 
and monthly benefits during your 
retirement for your spouse and 
dependents if they are eligible; 

y Monthly benefits if you become 
totally disabled for gainful employ¬ 
ment and benefits for your spouse 
and dependents if they are eligible 
during your disability; 

y Monthly benefits for your eligible 
survivors; and 

y A lump sum benefit upon your 
death. 

To become eligible for benefits, you and 
your family must meet different sets of 
requirements for each type of benefit. 
An underlying condition of payment of 
most benefits is that you have paid 
Social Security taxes for the required 
period of time. 
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The amount of monthly benefits you 
receive is based on three fundamental 
factors: 

✓ Average earnings upon which you 
have paid Social Security taxes, 
which are adjusted over the years 
for changes in average earnings of 
the American work force; 

✓ Family composition (for example, 
whether you have a spouse or 
dependent child who may be eligi¬ 
ble for benefits); and 

✓ Consumer Price Index (CPI) changes 
that occur after you become entitled 
to benefits. 

Benefits are subject to individual and 
family maxlmums. 

Once benefits begin, their continuation 
may depend upon your meeting a vari¬ 
ety of conditions. For example, if you 
have earnings that exceed specified 
amounts while you are under age 70, 
your Social Security benefits will be 
reduced or stopped. There are special 
Social Security rules that may affect 
the benefits of Federal employees, 
including the Federal Employees Retire¬ 
ment System (FERS) participants. If 
you previously had some service that 
was covered by the Civil Service Retire¬ 
ment System (CSRS) (or another similar 
retirement system for Federal employ¬ 
ees), your Social Security benefits may 
be affected by the Windfall Elimination 
Provision. If you transferred to FERS 
and do not complete 5 years of service 
under FERS, any spousal benefit you 
are entitled to under Social Security 
may be reduced because of the Govern¬ 
ment Pension Offset. If you think either 
of these provisions may affect your 


benefits, ask your servicing personnel 
office or local Social Security office for 
copies of the factsheet, A Pension From 
Work Not Covered by Social Security 
(Publication No. 05-10045) and the 
factsheet, Government Pension Offset 
(Publication No. 05-10007). You may 
also request these publications by call¬ 
ing the Social Security Administration 
on (800) 772-1213 or by downloading 
from the Web at: 

http://vmw.ssa.gov/pubs 

Social Security Taxes 

Most of the cost of Social Security is 
paid for through payroll taxes. Each 
year you pay a percentage of your sal¬ 
ary up to a specified earnings amount 
called the maximum taxable wage 
base. The Federal Government, as your 
employer, pays an equal amount; The 
percentage you each pay for old age, 
survivor, and disability insurance cov¬ 
erage Is 6.20% of your earnings up to 
the maximum taxable wage base. 

The maximum taxable wage base is 
$68,400 in 1998. It increases automati¬ 
cally each year based on the yearly rise 
in average earnings of the American 
work force. 

The Social Security tax covers both the 
Old Age, Survivors, and Disability 
Insurance (OASDI) and Medicare Hospi¬ 
tal Insurance programs. The Medicare 
portion you and your agency each pay 
is 1.45% of your total pay. All wages 
are subject to the deduction for Medi¬ 
care. 
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Basic Benefit 
Plan 
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The second part of the Federal Employ¬ 
ees Retirement System (FERS) is the 
Basic Benefit plan. 

Eligibility Participation 

If you were automatically covered by 
FERS, or you elected to transfer from 
the Civil Service Retirement System 
(CSRS) to FERS, you will participate in 
the Basic Benefit plan. 

Vesting 

To be vested (eligible to receive your 
retirement benefits from the Basic 
Benefit plan if you leave Federal service 
before retiring), you must have at least 
5 years of creditable civilian service. 
Survivor and disability benefits are 
available after 18 months of civilian 
service. 

Creditable Service 

Creditable service generally includes: 

✓ Federal civilian service for which 
contributions have been made or 
deposited. 

•/ Military service, subject to a deposit 
requirement. To receive credit for 
military service, generally, you 
must deposit 3% of your military 
base pay. Interest begins 2 years 


after you are hired. With certain 
exceptions, you cannot receive 
credit for military service if you are 
receiving military retired pay. Also, 
see the note that follows on credit 
for National Guard service. 

v Leaves of absence for performing 
military service or while receiving 
workers’ compensation. 

Unused sick leave is not converted into 
creditable service for any purpose. 
(There is a limited exception for CSRS 
employees who transfer to FERS.) 

Credit is not allowed for civilian service 
after 1988 when no contributions were 
withheld. 

Note: Service in the National Guard, 
except when ordered to active duty in 
the service of the United States, is gen¬ 
erally not creditable. However, you may 
receive credit for National Guard serv¬ 
ice, followed by Federal civilian reem¬ 
ployment that occurs after August 1, 
1990, when all of the following condi¬ 
tions are met: 

✓ The service must interrupt civilian 
service creditable under the Civil 
Service Retirement System (or 
FERS) and be followed by reemploy¬ 
ment in accordance with the appro¬ 
priate chapter of the laws concern¬ 
ing Veterans Benefits; and 
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•s It must be full-time (and not inac¬ 
tive duty), and performed by a 
member of the U.S. Army National 
Guard, or U.S. Air National Guard; 
and 


■/ Immediate, and Postponed 
■/ Early 
■/ Deferred 


v' It must be under a specified law 
and you must be entitled to pay 
from the U.S. (or have waived pay 
from the U.S.) for the service. 

The deposit for National Guard service 
that meets these criteria is limited to 
the amount that would have been 
deducted from your pay for retirement 
if you had remained in the civilian 
service. 

Contributions 

Your contribution to the Basic Benefit 
Plan is the difference between 7% of 
your basic pay and Social Security’s old 
age, survivor, and disability insurance 
tax rate, or 0.80%. 

Refunds 

You may withdraw your basic benefit 
contributions if you leave Federal 
employment. However, if you do, you 
will not be eligible to receive benefits 
based on service covered by the refund. 
There is no provision in the law for the 
redeposit of FERS contributions that 
have been refunded. 

Retirement Options 

There are three categories of retirement 
benefits in the Rasic Benefit Plan; 


Eligibility is determined by your age 
and number of years of creditable serv¬ 
ice. 

In some cases, you must have reached 
the Minimum Retirement Age (MRA) 
to receive retirement benefits. The fol¬ 
lowing chart shows the MRA. 


(I Minimum Retirement Age 

If you were 
bom: 

Your MRA is: 

Before 1948 

55 

In 1948 

55 and 2 months 

In 1949 

55 and 4 months 

j| In 1950 

55 and 6 months 

| In 1951 

55 and 8 months 

In 1952 

55 and 10 
months 

In 1953 through 
1964 

7e - 

In 1965 

56 and 2 months 

In 1966 

56 and 4 months 

In 1967 

56 and 6 months 

In 1968 

56 and 8 months 

In 1969 

56 and 10 
months 

In 1970 and 
| after 

57 
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Immediate or Postponed 

If you meet one of the following sets of 


age and service requirements, you are 
entitled to an immediate retirement 
benefit: 

Age 

Years qfservice 

62 

5 

60 

20 

MRA 

30 

MRA 

10* 

* (Reduced benefit unless postponed to 
lessen or eliminate age reduction) 


Early 

The early retirement benefit is 
avail-able in certain involuntaty 
separation cases and in cases of volun¬ 
tary separations during a major reor¬ 
ganization or reduction in force. To be 
eligible, you must meet the following 
requirements: 


Age 


50 


Years of service 


20 


Deferred 

If you leave Federal service before you 
meet the age and service requirements 
for an immediate retirement benefit, 
you may be eligible for deferred retire¬ 
ment benefits. To be eligible, you must 
have completed at least 5 years of cred¬ 
itable civilian service. You may receive 
benefits when you meet one of the fol¬ 
lowing sets of age and service require¬ 
ments: 


Age 

62 

60 

MRA 

MRA 


Years of service 
5 
20 
30 
10 * 


* (Reduced benefit unless receipt 
delayed to lessen or avoid age reduc¬ 
tion) 


Any age 


25 


* Reduced benefits means If you retire at the minimum retirement age with at least 10 but less 
than 30 years of service, your benefit will be reduced at the rate of 5/12’s of 1% for each month 
(5% for each year) you are under age 62, unless you have 20 years of service and your annuity 
begins at age 60 or later. You can avoid part or all of the reduction by postponing the commenc¬ 
ing date of your annuity. 
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Benefit Formula 

How your benefit is calculated: 

Your benefit is based on your "high-3 
average pay." This is figured by averag¬ 
ing your highest basic pay over any 3 
consecutive years of creditable service. 

Generally, your benefit is calculated 
according to this formula.- 

1% of your high-3 average pay 
times 

years of creditable service 

If you retire at age 62 or later with at 
least 20 years of service, a factor of 
1.1% is used rather than 1%. 

To determine your length of service for 
computation, add all of your periods of 
creditable service, then eliminate from 
the total any fractional part of a month 
(less than 30 days). 

Depending on the category of retire¬ 
ment benefits you receive, your benefit 
may be reduced as described in the 
Retirement Options section. For exam¬ 
ple, the total could be reduced if you 
elect to retire at the minimum retire¬ 
ment age before completing 30 years of 
service. 

Special Retirement 

Supplement 

If you meet certain requirements, you 
will receive a Special Retirement Sup¬ 
plement which is paid as an annuity 


until you reach age 62. This supple¬ 
ment approximates the Social Security 
benefit earned while you were 
employed by the Federal government. 
You may be eligible for a Special 
Retirement Supplement if you retire: 

'Z After the Minimum Retirement Age 
(MRA) with 30 years of service; 

✓ At age 60 with 20 years of service; 
or 

✓ Upon involuntary or early voluntary 
retirement (age 50 with 20 years of 
service, or at any age with 25 years 
of service) after the U.S. Office of 
Personnel Management determines 
that your agency is undergoing a 
major reorganization, reduction-in- 
force (RIF) or transfer of function. 
You will not receive the Special 
Retirement Supplement until you 
reach your MRA. 

If you transfer to the Federal Employ¬ 
ees Retirement System (FERS) from the 
Civil Service Retirement System (CSRS), 
you must have at least one full calen¬ 
dar year of FERS-covered service to 
qualify for the supplement. 

If you have earnings from wages or 
self-employment that exceed the Social 
Security annual exempt amount 
($9,120 in 1998), your Special Retire¬ 
ment Supplement will be reduced or 
stopped. 

Survivor Benefits 

The Basic Benefit Plan provides bene¬ 
fits for survivors of Federal employees 
and retirees. 
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Spouse 

If you die while you are an employee... 

If you are married, have 18 months of 
civilian service, and die while you are 
an active employee, your surviving 
spouse receives: 

A lump sum payment 

plus 

the higher of 

1/2 of your annual pay rate at death 

or 

1/2 of your high-three average pay. 

The lump sum payment, which 
increases by cost-of-living adjustments 
each year, is $21,783.34 in 1998. 

If you had 10 years of service, your 
spouse also receives an annuity equal¬ 
ing 50% of your accrued basic retire¬ 
ment benefit. These benefits are paid in 
addition to any Social Security, group 
life insurance, or savings plan survivor 
benefits. 

To be eligible for benefits, you and your 
spouse must have been married for at 
least 9 months, or there must be a 
child bom of the marriage, or your 
death must be accidental. 

If you die while you are a retiree... 

A married retiree’s annuity is automati¬ 
cally reduced to provide spouse survi¬ 
vor benefits unless those benefits are 
jointly waived in writing by the retiree 
and the spouse before retirement. 


Your annuity is reduced 10% to give 
your surviving spouse:, 

An annuity of 50% of your 
unreduced benefit 
plus 

a special supplemental annuity 
payable until age 60, if your spouse 
will not be eligible for Social Security 
survivor benefits until age 60. 

You and your spouse may choose 
instead to have your annuity reduced 
by 5% to give your spouse an annuity 
of 25% of your unreduced benefit at 
your death. 

Separate provisions apply to spouses of 
disabled annuitants. 

Former Spouses 

A former spouse may receive survivor 
benefits as provided in a retiree elec¬ 
tion or a qualifying court order. 

Children 

If you have 18 months of civilian serv¬ 
ice and die while you are an active 
employee, or if you have retired, your 
children may be eligible to receive an 
annuity. This benefit is payable to each 
unmarried child: 

✓ up to age 18; 

✓ up to age 22 if a full time student; 

v at any age if the child became dis¬ 
abled before age 18. 
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The amount of the the Federal Employ¬ 
ees Retirement System (FERS) benefit 
depends on the number of children and 
If the children are orphaned. In 1998 
the FERS surviving child benefit is 
$344 per month per child for each of 
three children; $413 if orphaned. The 
total children’s benefit is reduced dol¬ 
lar for dollar by any Social Security 
children’s benefits that may be pay¬ 
able. 

Disability Benefits 

FERS disability benefits can help you 
replace part of your income if you are 
unable to work for a prolonged period. 

What Does Disability Mean? 

You are considered disabled under 
FERS if you are unable to perform use¬ 
ful and efficient service in your posi¬ 
tion because of disease or Injury. 
However, you will not be considered 
disabled if you decline your agency’s 
offer of a position which accommo¬ 
dates your disability and is at the same 
grade or pay level and is within your 
commuting area. 

You may also qualify for Social Secu¬ 
rity disability benefits if you are unable 
to work in any substantial gainful 
activity. 

Eligibility 

To qualify for FERS disability benefits, 
your disabling condition must be 
expected to last at least 1 year, and 
you must have at least 18 months of 
creditable civilian service. 


The Benefits 
The first year: 

60% of your high-3 average pay 
minus 

100% of any Social Security 
disability 

benefits to which you are entitled. 

After the first year and until age 62, if 
your disability prevents you from per¬ 
forming your job and you do not qual¬ 
ify for Social Security disability bene¬ 
fits, your benefit will be: 

40% of your high-3 
average pay. 

If you do qualify for Social Security 
benefits, your FERS disability benefit 
will be reduced by 60% of the Social 
Security benefit to which you are enti¬ 
tled. The resulting total you receive 
from both FERS and Social Security 
will be at least 40% of your high-3 plus 
40% of your Social Security disability 
benefits, 

if your earned annuity rate (1% x high 
3 average salary x years of service) is 
higher than the above rates after the 
reduction for Social Security, you will 
receive the higher benefit. 

When you reach age 62 your disability 
benefit will be recomputed. Essentially, 
you wifi receive the annuity you would 
have received if you had not been dis¬ 
abled, but had continued working until 
age 62. For purposes of this recomputa¬ 
tion, your average salary will be 
increased by all FERS cost-of-living 
adjustments that took effect while you 
were receiving a disability annuity. 
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If you are a disability retiree under age 
60 and your total income from work in 
a calendar year exceeds 80% of the cur¬ 
rent pay level of your former job, the 
disability benefits will be discontinued. 
You also may be required to provide 
proof periodically that you have not 
recovered from your disability. 

Cost-of-Living 
Adjustments (COLA’S) 

Survivors and disability retirees receive 
a COLA regardless of their ages; how¬ 
ever, disability retirees receiving 60% of 
their average pay do not receive a COLA 
during the first year. All other retirees 
begin to receive COLA’S at age 62. 


r ■ —-— - 

The amount of the annual COLA per 

centage is based on the increase in 
the Consumer Price Index (CPI): 

Increase in CPI 

Annual COLA 
Percentage 

Up To 2% 

Same as CPI 
increase 

2% to 3% 

2% 

3% or more 

L 1 

CPI increase 
minus 1% 


The Special Retirement Supplement for 
retirees is not increased by COLA’S; the 
supplement for survivors is increased 
by COLA’S. 

Form of Payment 

FERS Basic Benefits are a monthly 
annuity that is paid the first business 
day of the month after it accrues. For 
example, the payment for December is 
made on January 2. 
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Thrift Savings 
Plan mammmmmm 


m 


The third part of your Federal Employ¬ 
ees Retirement System (FERS) benefit 
is the Thrift Savings Plan (TSP). The 
TSP is a tax-deferred retirement sav¬ 
ings and investment plan that offers 
you the same type of savings and tax 
benefits that many private corporations 
offer their employees under 401(k) 
plans. By participating in the TSP, you 
have the opportunity to save part of 
your income for retirement, receive 
matching agency contributions, and 
reduce your current taxes. 

Your thrift account is the part of your 
retirement that you control — you 
decide how much of your pay to put in 
your thrift account, how to invest it, 
and, when you retire, you decide how 
you want your money paid out. 

The best way to assure that your retire¬ 
ment income meets your needs is to 
start investing in the Thrift Savings 
Plan at the beginning of your Federal 
service, and to continue to do so 
throughout your career. This is your 
way to invest in your own future — to 
invest in yourself. It is particularly 
important for higher-paid employees to 
save enough through the TSP since 
Social Security replaces less income of 
higher-paid workers than it does for 
lower-paid workers. 


Additional information about the bene¬ 
fits and features of the TSP has been 
issued by the Federal Retirement Thrift 
Investment Board and is available from 
your agency employing office or the 
TSP Web site (www.tsp^av). In addi¬ 
tion to the "Summary of the Thrift Sav¬ 
ings Plan for Federal Employees” (stock 
number TSPB08), separate booklets on 
the loan program, withdrawal options, 
and annuities are available. 

Eligibility 

All Federal employees covered by FERS 
are eligible to participate in the Thrift 
Savings Plan (TSP). However, if you are 
a newly hired FERS employee, you 
must wait a certain period of time — 
generally, 6 to 12 months — before you 
can begin to participate in the TSP. If 
you are a rehired FERS employee, when 
you can begin to participate in the TSP 
depends upon your previous TSP eligi¬ 
bility. 

See the “Summaiy of the Thrift Savings 
Plan for Federal Employees” for the 
specific rules on TSP eligibility, or ask 
your personnel office when you will 
become eligible to participate in the 
plan. 
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Contributions 

Once you become eligible to participate 
in the Thrift Savings Plan, there are 
three types of contributions that may 
be made to your account: 

✓ Agency Automatic (1%) Contribu¬ 
tions 

✓ Employee Contributions 

v Agency Matching Contributions 


Agency Automatic (1%) Contribu¬ 
tions 

Your agency will set up a Thrift 
account for you and will automatically 
contribute an amount equal to 1% of 
your basic pay each pay period. These 
Agency Automatic (1%) Contributions 
are not taken out of your salary, and 
your agency makes these contributions 
whether or not you contribute your 
own money. 

Employee Contributions 

You may make your own contributions 
by payroll deductions. The money you 
contribute is taken out of your pay 
before Federal and, in almost all cases, 
State income taxes are calculated. You 
may contribute up to 10% of the basic 
pay you earn each pay period up to the 
Internal Revenue Service (IRS) limit, 
which is $10,000 in 1998. (This limit 
may be adjusted each calendar year 
according to the internal Revenue 
Code.) 


Agenqy Matching Contributions 


MPH 9B 

Your Agenqy 

Contribution 

Match 

First 3% of Basic 
Pay 

$1.00 for each 
$1.00 you con¬ 
tribute 

. Next 2% of Basic 
Pay 

$0.50 for each 
$1.00 you con¬ 
tribute 

Next 5% of Basic 
Pay 

0 


The agency contributions are not taken 
out of your salary; they are an extra 
benefit to you. While your agency will 
only provide matching contributions on 
your contributions up to 5% of your 
basic pay each pay period, you still 
benefit from before-tax savings and 
tax-deferred earnings on amounts you 
contribute in excess of 5% of your basic 
pay each pay period. 

The examples at the end of this booklet 
illustrate the importance of Thrift Plan 
participation in your total benefits 
package. The examples also show the 
effect on a FERS retirement package of 
contributing 3% of pay and 5% of pay. 

Vesting Requirement 

When you separate from Federal serv¬ 
ice, you must meet the Thrift Plan vest¬ 
ing requirement to be entitled to, or 
vested in, your Agency Automatic (1%) 
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Contributions and attributable earn¬ 
ings. For most employees, this vesting 
requirement is 3 years of Federal, gen¬ 
erally civilian, service. 

Congressional employees and certain 
other non-career employees must com¬ 
plete 2 years of Federal, generally civil¬ 
ian, service. Employees who die in 
service are automatically vested in 
their Agency Automatic (1%) Contribu¬ 
tions. 

You are immediately vested In your 
own contributions and your Agency 
Matching Contributions and in the 
earnings attributable these contribu¬ 
tions. 

Investment Options 

There are three Thrift Savings Plan 
investment Funds. The Funds differ in 
the rate of return and amount of risk 
involved. You may invest any percent¬ 
age of future contributions to your 
account in any of the three investment 
Funds. You can also transfer any por¬ 
tion of your existing account balance 
among the three Funds. 

The three Funds are described briefly 
below. For more detailed information 
about these Funds, see the "Summaty 
of the Thrift Savings Plan for Federal 
Employees" or the "Guide to TSP 
Investments." 

Government Securities 
Investment (G) Fund 

The G Fund consists of investments in 
short-term non-marketable U.S. Treas¬ 
ury securities specially issued to the 
Thrift Savings Plan. All investments in 


the G Fund earn interest at a rate that, 
by law, is equal to the average of mar¬ 
ket rates of return on U.S, Treasury 
marketable securities outstanding with 
4 or more years to maturity. There is 
no credit risk for G Fund securities 
because they are guaranteed by the 
U.S. Government. 

Common Stock Index Investment 
(C) Fund 

The C Fund is invested in a Standard & 
Poor’s 500 (S&P 500) stock Index ftind, 
that is made up of the common stocks 
of all of the companies represented in 
the S&P 500 index. The C Fund gives 
participants the opportunity to diver¬ 
sify their investments by investing 
broadly in the U.S. stock markets and 
to earn the relatively high investment 
returns stocks sometimes provide. The 
risk of investing in the C Fund is that 
the value of stocks can decline sharply, 
resulting in losses. 

Fixed Income Index Investment 
(F)Fund 

The F Fund is invested in a bond index 
fund that tracks the performance of the 
Lehman Brothers Aggregate (LBA) bond 
index. The bond index consists primar¬ 
ily of high qualify fixed-income securi¬ 
ties representing the U.S. Government, 
corporate, and mortgage-backed securi¬ 
ties sectors of the U.S. bond market. 

The F Fund offers the opportunity for 
Increased rates of return in periods of 
generally declining interest rates. The F 
Fund carries credit risk and market risk 
and, thus, has potential for negative 
returns that can result in losses. 
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Contributing to TSP 

To begin contributing to the Thrift Sav¬ 
ings Plan, you must complete an Elec¬ 
tion Form (TSP-1) and submit it to your 
agency employing office during a TSP 
open season. There are two open sea¬ 
sons each year — May 15 to July 31 
and November 15 to January 31. 

Tax Advantages 

There are two major tax advantages to 
the Thrift Savings Plan (TSP). First, you 
pay current Federal income taxes on 
your salary after your TSP contribu¬ 
tions have been deducted. Second, you 
do not pay current Federal income 
taxes on the earnings you receive on 
your TSP account balance. Most states 
allow the same pre-tax and tax 
deferred savings on their income taxes. 
These tax advantages continue until 
you withdraw your account balance — 
usually at retirement when your tax 
bracket may be lower. If you leave Fed¬ 
eral service before you are eligible to 
retire, you may transfer your account 
balance to an Individual Retirement 
Arrangement Account or other eligible 
retirement plan and continue to defer 
taxes. 


Loan Program 

If you have at least $1,000 of your own 
contributions (including attributable 
earnings) in your account you may bor¬ 
row from it. 

There are two types of loans: general 
purpose, which does not require you to 
document or specify the purpose of 
your loan, and residential, which is 
only for the purchase of a primary resi¬ 
dence and requires documentation. 

You pay interest on the loan at the 
G Fund rate in effect at the time your 
application is received. Both the princi¬ 
pal and the interest you pay go back 
into your own TSP account. See the 
booklet “Thrift Savings Plan Loan Pro¬ 
gram” for more information about the 
TSP loan program. 

Withdrawing Your Funds 

The Thrift Savings Plan is a long-term 
plan for retirement savings with special 
tax advantages. Generally you cannot 
withdraw your TSP account until you 
separate from Federal service. 
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Withdrawal Options 

After you separate from Federal service, 
there are three basic ways to withdraw 
your account: 

✓ Have the TSP purchase a life annu¬ 
ity for you. 

v Receive your account in a single 
payment. 

✓ Receive your account in a series of 
monthly payments. 

You can have the TSP transfer all or a 
part of a single payment or, in some 
cases, a series of monthly payments, to 
an Individual Retirement Arrangement 
or other eligible retirement plan. 

Leaving your money in the 
TSP 

If you do not want to withdraw your 
account when you leave Federal serv¬ 
ice, you can leave your entire account 
balance in the Thrift Savings Plan. 
However, you must withdraw your TSP 
account or begin receiving monthly or 
annuity payments by April 1 of the 
year following the year you reach 
70 1/2. 


Automatic Cashout 

After you separate from Federal service, 
if your vested account balance is 
$3,500 or less, your entire account will 
be paid to you automatically in a single 
payment unless you elect another with¬ 
drawal option or to leave your money 
in the Thrift Savings Plan. The TSP will 
notify you before automatically cashing 
out your account and allow you the 
opportunity to elect as specified above. 

Additional information 

See the booklet, “Summary of the 
Thrift Savings Plan for Federal Employ¬ 
ees," or the booklet, "Withdrawing 
Your TSP Account After Leaving Fed¬ 
eral Service " (stock number TSPBK02), 
both issued by the Federal Retirement 
Thrift Investment Board, for more 
information about withdrawal options. 
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Firefighters, Law 
Enforcement Officers, and 
Air Traffic Controllers 

These groups of employees receive an 
unreduced benefit at age 50 with 20 
years of service, or at any age with 25 
years of service. If you are in one of 
these employee groups, you contribute 
an additional .5% of pay to the Federal 
Employees Retirement System (FERS). 

Your annual annuity is: 

1.7% of your high-3 average pay 
times 

20 years of service 
plus 

1.0% of your high-3 average pay 
times 

years of service exceeding 20. 

You also receive a Special Retirement 
Supplement until age 62 that approxi¬ 
mates the Social Security benefit 
earned in Federal service. After you 
reach the Minimum Retirement Age 
(MRA), if you have earnings from 
wages or self-employment that exceed 
the Social Security annual exempt 
amount, your supplement will be 
reduced or stopped. In addition, you 
are entitled to an annual Cost-of-Living 
Adjustment (COLA), regardless of your 
age. 


Military Reserve 
Technicians 

If you are a military reserve technician 
who loses the military status required 
to maintain your position, you may 
retire and receive an unreduced annu¬ 
ity if you are at least age 50 with 25 
years of service. 

In addition, a Special Retirement Sup¬ 
plement is payable until age 62. After 
you reach your Minimum Retirement 
Age (MRA), if you have earnings from 
wages or self-employment that exceed 
the Social Security annual exempt 
amount your supplement will be 
reduced or stopped. 

Part-Time Employees 

In calculating the annuity for employ¬ 
ees with part-time service, the average 
high-3 consecutive years of pay will be 
based on the full-time pay rate. The 
benefit based on the full-time rate is 
reduced according to the part-time 
schedule. 
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Members of Congress and 
Congressional Employees 

Members of Congress receive an unre¬ 
duced annuity at age 50 with 20 years 
of service, or at any age with 25 years 
of service. Congressional employees 
must meet the age and service require¬ 
ments explained in the Basic Benefit 
Plan section. 

If you are a Member of Congress or a 
Congressional employee, with at least 5 
- years of Congressional service, your 
annuity will be: 

1.7% of high-3 average pay 
times 

years of Congressional service 
up to 20 
plus 

1.0% of high-3 average pay 
times 

any other service. 


A Special Retirement Supplement is 
payable from the Minimum Retirement 
Age to age 62. If you have earnings 
from wages or self-employment that 
exceed the Social Security annual 
exempt amount, your supplement will 
be reduced or stopped. 

Cost-of-Living-Adjustment’s (COLA’S) 
are payable to Congressional retirees 
before age 62 only if they retire for dis¬ 
ability. 

Members of Congress and Congres¬ 
sional employees contribute an addi¬ 
tional .5% of pay to the Federal 
Employees Retirement System (FERS). 
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New Employees 

Most new employees hired after 
December 31 1983, are automatically 
covered by the Federal Employees 
Retirement System (FERS). The excep¬ 
tions are employees in appointments 
that are limited to 1 year or less, most 
intermittent employees, anyone who is 
not eligible for Social Security cover¬ 
age, or certain persons with non- 
Federal service which is creditable 
under the Civil Service Retirement 
System (CSRS). 

Rehires and Conversions 

The general rules on whether you are 
covered by CSRS, CSRS Offset, or FERS 
after a break in service or conversion 
from one type of appointment to 
another are stated below. Just how 
those rules apply to you must be deter¬ 
mined by your personnel office. 

If you leave Federal Government serv¬ 
ice and return within 1 year and you 
were previously covered under CSRS 
(without Social Security), then you will 
generally be covered by CSRS upon 
reemployment. However, you may elect 
within 6 months of reemployment to 
transfer to FERS, in which case you 
will also be covered by Social Security. 

If you leave Federal Government serv¬ 
ice and return after more than 1 year 
and you were previously covered under 
CSRS, then you are automatically cov¬ 
ered by Social Security and: 


✓ If you have less than 5 years under 
CSRS, you are automatically cov¬ 
ered by FERS. 

✓ If you have 5 or more years under 
CSRS, you are covered by CSRS Off¬ 
set. Your CSRS contributions are 
reduced by 100% of your Social 
Security Old-Age, Survivor Disabil¬ 
ity Insurance (OASDI) fund taxes. 
Your CSRS benefit will be offset by 
any Social Security benefit attribut¬ 
able to your Federal service. 

In determining whether you have 5 
years of service which is creditable 
under CSRS, count all civilian service 
as of your last separation from service, 
even though it may not have been cov¬ 
ered by CSRS deductions, or you may 
have received a refund of CSRS deduc¬ 
tions. You will receive credit for your 
CSRS service if you make any payments 
for your past service that may be 
required. 

Even if you were never covered by 
CSRS, you are eligible for CSRS Offset 
coverage if you had 5 years of credit¬ 
able civilian service before January 1, 
1987. 

If you are rehired under CSRS or CSRS 
Offset, you may elect to transfer to 
FERS within 6 months of reemploy¬ 
ment. If you elect to transfer to FERS, 
the following rules apply. 
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✓ Your credit in CSRS is frozen, but 
your combined CSRS and FERS 
annuity will be based on the aver¬ 
age of your highest 3 consecutive 
years of pay. 

✓ You will receive a full Civil Service 
Retirement System (CSRS) cost of 
living adjustment on the CSRS por¬ 
tion of your annuity. 

v Your service after the date of trans¬ 
fer is treated under the Federal 
Employees Retirement System 
(FERS) rules. (If you were under 
CSRS Offset, your offset service is 
also treated under rules.) In addi¬ 
tion, all of your service is treated 
under FERS rules if you have less 
than 5 years of non-Offset CSRS 
service when you transfer. 

s All service (CSRS and FERS) counts 
toward years needed to be eligible 
for retirement, disability, survivor, 
and Thrift Saving Plan benefits 
under FERS. 

✓ All survivor and disability benefits 
are paid under FERS rules. 


✓ Unused sick leave is credited under 
CSRS rules based on the amount 
accumulated at the date of transfer 
or date of retirement, whichever is 
lower. 

✓ You have Social Security coverage 
when you enroll in FERS. 

v You will receive Government contri¬ 
butions to your TSP account and 
avoid the 6-12 month waiting 
period for participation. 

If you are converted from an appoint¬ 
ment that is excluded from FERS cover¬ 
age to an appointment that is not 
excluded, generally you will automati¬ 
cally be covered by FERS. If you are not 
automatically covered by the plan, you 
will have a 6-month opportunity to 
transfer to it. 

Note: If you are eligible to elect FERS 
coverage because of being rehired or 
converted to a different appointment, 
you should read the FERS Transfer 
Handbook — A Guide To Making Your 
Decision, RI 90-3, before making a 
decision. Your personnel office should 
provide It to you. 
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The following examples illustrate the 
annual benefits that you can expect to 
receive under the Federal Employees 
Retirement Sytem (FERS). In reviewing 
these examples, note that the benefits 
shown are estimates based upon cer¬ 
tain assumptions about future salary 
increases, investment returns, and 
other factors that directly affect your 
final level of benefits. 

Keep in mind the following features of 
specific benefit components: 

✓ Two types of FERS benefits are 
shown. The "FERS basic benefit" is 
your regular annuity based on total 
years of service and your high-3 
average salary. The "special supple¬ 
ment” is a substitute for Social 
Security that may be payable to you 
from when you retire under FERS 
until age 62. In most cases your 
actual Social Security benefit at age 
62 will be higher than the FERS 
supplement you receive before age 
62. 

✓ Estimated Social Security benefits 
do not include any spousal or 
dependent benefits that may be 
available. These additional pay¬ 
ments could significantly increase 
the total value of your Social Secu¬ 
rity benefits. 

•/ Estimated benefits from the Thrift 
Savings Plan are shown in terms of 
a “single life annuity" purchase 


with your account when you 
retire. The annuity includes 3% 
annual cost-of-living adjustments 
to help protect its purchasing power 
during your retirement years. These 
projected benefits are based on 
career-long investments at the 
stated percentages of pay. Your 
actual Thrift Savings Plan benefits 
will depend on your account’s 
investment earnings and the spe¬ 
cific payment form you elect when 
you retire. 

Examples 1 and 2 are good illustra¬ 
tions of how Social Security provides a 
larger percentage of income to lower 
income employees than to higher 
income employees. Example 2 also 
shows that the higher income employee 
needs to save more in his TSP account 
to receive the same percentage of his 
final salary as the lower paid employee 
in example 1. 

All benefits are shown in 1996 dollars. 
Annual benefits have been rounded to 
the nearest hundred dollars and per¬ 
centages may not total exactly due to 
rounding. The economic assumptions 
used to create these examples are: 


Inflation 

3.5% 

All wages 

3.5% 

Federal wages 

3.5% 

Nominal Interest 

7.5% 

Real Interest 

4.0% 
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Example 1. Anne 

Main Features: 


✓ FERS coverage begins at age 25 in 1996 

✓ Retirement at age 57 with 32 years of service in 2028 

✓ Entry at Grade 3, Step 1 

✓ Retirement at Grade 7, Step 10, salary $32,600 

v 3% Thrift Savings Plan contribution (plus 4% from agency) 


Anne’s estimated retirement benefits at age 57 under FERS are: 


Initial FERS Benefit 

Dollar Amount 

As % of Final Year’s 
Salaty 

Basic FERS Annuity 

$9,600 

29% 

Special Supplement 

$6,200 

19% 

Thrift Savings Plan ” 

$6,600 

20% 

Total Annual Benefits 

$22,300 

69% 


The special annuity supplement is payable until age 62. Anne’s regular Social 
Security retirement benefits starting at age 62 would be about $7,200 — 22% of 
her final salary. 


If Anne had contributed 5% of her salary to the Thrift Savings Plan, rather than 3%, 
her yearly Thrift Savings Plan benefit would have been $9,400. This would 
increase Anne’s total initial FERS benefit to $25,200 per year — 77% of her final 
yearly salary of $32,600. 
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Example 2. Bob 

Main Features: 



■/ FERS coverage begins at age 25 in 1996 

✓ Retirement at age 57 with 32 years of service in 2028 

✓ Entry at Grade 7, Step 1 

■/ Retirement at Grade 13, Step 10, salary $68,700 

✓ 3% Thrift Savings Plan contribution (plus 4% from agency) 


Bob's estimated retirement benefits at age 57 under FERS are: 


Initial FERS Benefit 

Dollar Amount 

f.- - * - - 

As % of Final Year s 
Salary 

Basic FERS Annuity 

$20,200 

29% 

Special Supplement 

$8,800 

13% 

Thrift Savings Plan 

$12,700 

18% 

|| Total Annual Benefits 

$41,700 

61% 


The special annuity supplement is payable until age 62. Bob’s regular Social Secu¬ 
rity retirement benefits starting at age 62 would be about $10,500 — 15% of his 
final Salary. 


If Bob had contributed 5% of his salary to the Thrift Savings Plan, rather than 3%, 
his yearly Thrift Savings Plan benefit would have been $18,100. This would 
increase Bob’s total initial FERS benefit to $47,100 per year — 69% of his final 
yearly salary of $68,700. 
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Example 3. Charles 

Main Features: 

v FERS coverage begins at age 40 in 1996 
v Retirement at age 60 with 20 years of service in 2016' 

✓ Entry at Grade 7, Step 1 

v Retirement at Grade 12, Step 8, salary $54,800 

✓ 3% Thrift Savings Plan contribution (plus 4% from agency) 

✓ 15 years prior Social Security 

✓ Final pre-Federal salary $23,500 


Charles’s estimated retirement benefits at age 60 under FERS are: 


Initial FERS Benefit 

Dollar Amount 

As % of Final Year’s 
Salary 

Basic FERS Annuity 

$9,900 

18% 

Special Supplement 

$4,900 

9% 

1 Thrift Savings Plan 

$5,500 

10% 

Total Annual Benefits 

$20,300 

37% 


The special annuity supplement is payable until age 62. Charles's regular Social 
Security retirement benefits starting at age 62 would be about $9,700 — 18% of his 
final salary. (They include his pre-Federal employment.) 

If Charles had contributed 5% of his salary to the Thrift Savings Plan, rather than 
3%, his yearly Thrift Savings Plan benefit would have been $7,900. This would 
increase Charles’s total initial FERS benefit to $22,700 per year — 41% of his final 
yearly salary of $54,800. 
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Example 4. Donna 



Main Features: 

v FERS coverage begins at age 25 in 1996 

✓ FERS service ends at age 45 in 2016 

✓ Deferred benefit at MRA with reduction 

✓ Entry at Grade 7, Step 1 

y Separation at Grade 12, Step 8, salary $54,800 

✓ 3% Thrift Savings Plan contribution (plus 4% from agency) 

y 17 years work after leaving government 

Donna can begin receiving deferred FERS benefits at age 62. She also can begin 
receiving them as early as age 57, which is her Minimum Retirement Age. If she 
receives them at age 57, they are reduced 5% per year that she is under age 62 — a 
25% reduction. 

Donna’s estimated retirement benefits at age 57 under FERS are: 

j 
\ 

) 


Donna does not receive the special annuity supplement. Donna’s regular Social 
Security retirement benefits based on her Federal employment starting at age 62 
would be about $ 11,000 — 20% of her final salary. However, since she continued 
working elsewhere, her age 62 Social Security benefit is based on the cumulative 
total benefit she earned. 

If Donna had contributed 5% of her salary to the Thrift Savings Plan, rather than 
3%, her yearly Thrift Savings Plan benefit would have been $11,500. This would 
increase Donna’s total initial FERS benefit to $16,400 per year — 30% of her final 
yearly salary of $54,800. 
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Initial FERS Benefit 

Dollar Amount 

As % of Final Year’s 
Salary 

Basic FERS Annuity 

$4,900 

9% 

Special Supplement 

$0 

0% 

Thrift Savings Plan 

$8,100 

15% 

Total Annual Benefits 

$13,000 
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For More 
Information 


There are several sources of assistance 
if you have questions or want more 
information about the components of 
your benefits package. 

✓ Your Agency's Personnel Office- 
in your agency for questions con¬ 
cerning your individual situation. 
Your personnel office has your 
records and is in the best position 
to answer questions about the basic 
benefit and TSP rules. In addition, it 
should have the following publica¬ 
tions to help answer questions. 

Publications of the Federal Retire¬ 
ment Thrift Board: 

Website — hccp://www.tspgov 

£Q| Summary of the Thrift Savings 
Plan for Federal Employees 
(TSPBK08) 

IB Investments: Options and 
Operations (TSPBK03) 

EO Thrift Savings Plan Loan 
Program (TSPBK04) 

CD Annuities (TSPBK05) 

CD Withdrawing Your TSP Account 
After Leaving Federal Service 
(TSPBK02) 

03 Information About Court Orders 
(TSPBK.il) 

Publications of the U.S. Office of 
Personnel Management: 


Website — htrpd/www, opm.gov 

CD Irformationfor Separating 
FERS Employees Who Are Not 
Eligible for an Immediate Annu¬ 
ity, RI 90-11 

03 Information about Reemploy¬ 
ment for FERS Annuitants, 

RI 90-18 

CD Court-Ordered Benefits for 
Former Spouses Under CSRS, 
FERS, FEHB, and FEGLI, 

RI 84-1 

CD Work-Related Injuries and 
Fatalities — What You and 
Your Family Need to Know 
About Your Ben fits, RI 84-3 

ID Lfe Events and Your Retire¬ 
ment and Insurance Ben fits 
(For Employees), RI 84-3 

CD Temporary Continuation of 
Coverage (TCC) under the 
Federal Employees Health Bene¬ 
fits Program, RI 79-27 

CD FEGLI Booklet, RI 76-21 

CD Thinking About Retirement?, 

RI 83-11 

v Social Security Administration — 
for questions concerning your 
Social Security benefits. You may 
call (800) 772-1213 with questions 
or to request a copy of your earn¬ 
ings record and estimated future 
benefits. 

Website — http:Itwww.ssa.gov 
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Retirement & Insurance Service 



Serving over 10 million customers, Federal employees, annuitants, 
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The Thrift Savings Plan 


As a federal employee or member of the uniformed 
services, you have the opportunity to participate in the 
Thrift Savings Plan (TSP), a retirement savings plan 
similar to 401(k) plans offered to private sector employ¬ 
ees. The purpose of the TSP is to give you the ability to 
participate in a long-term retirement savings and invest¬ 
ment plan. Saving for your retirement through the TSP 
provides many advantages, including: 

• automatic payroll deductions 

• a diversified choice of investment options, includ¬ 
ing professionally designed lifecycle funds 

• A choice of tax treatments for your contributions: 

- Traditional (pre-tax) contributions and tax- 
deferred investment earnings, and 

- Roth (after-tax) contributions with tax-free 
earnings at retirement if you satisfy the IRS 
requirements (see page 7) 

• low administrative and investment expenses 

• agency contributions, if you are an employee 
covered by the Federal Employees’ Retirement 
System (FERS) 

• under certain circumstances, access to your 
money while you are still employed by the 
federal government 

• a beneficiary participant account established for 
your spouse in the event of your death 1 

• a variety of withdrawal options 

If you are covered by FERS, the TSP is one part of a 
three-part retirement package that also includes your 
FERS basic annuity and Social Security. If you are cov¬ 
ered by the Civil Service Retirement System (CSRS) or are 


a member of the uniformed services, the TSP is a supple¬ 
ment to your CSRS annuity or military retired pay. 2 

TSP benefits differ depending on your retirement system 
(FERS, CSRS, or uniformed services). If you aren’t sure 
which retirement system covers you, check with your 
personnel or benefits office. 

Regardless of your retirement system, participating in 
the TSP can significantly increase your retirement in¬ 
come, but starting early is important. Contributing early 
gives the money in your account more time to increase in 
value through the compounding of earnings. 


Earnings Potential of 
Your TSP Account 



After 10 yrs After 20 yrs After 30 yrs After 40 yrs 

■^■1 Contributions Earnings 

Information in this chart assumes a salary of $40,000, 
employee and agency contributions of 5% each, and 
a 6% rate of return. 



Calculators at tsp.gov to help you plan 
for your future: 

How Much Should I Save? 

How Much Will My Savings Grow? 
Contribution Comparison Calculator 


1 For more information, see the TSP booklet Your TSP Account: 
A Guide for Beneficiary Participants. 
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2 See the Glossary for the definitions of FERS, CSRS, and uniformed 
services. These generic categories cover multiple retirement systems. 

1 


DOJ-17-0211-B-000103 















Establishing Your 
TSP Account 

The first contribution to the TSP—your own contribu¬ 
tion or your agency’s —establishes your account. 

If you’re a FERS employee hired (or a FERS or CSRS 
employee rehired) after July 31, 2010, your agency has 
automatically enrolled you in the TSP, and 3% of your 
basic pay is deducted from your paycheck every pay peri¬ 
od and deposited in your TSP account, unless you made 
a contribution election to stop or change your contribu¬ 
tions. If you’re FERS, you also get contributions from 
your agency, so the total automatic contribution to your 
TSP account is 7% every pay period. See “TSP Contribu¬ 
tions” on page 3. 

If you’re a FERS employee hired before August 1, 

2010 and are not contributing your own money, you 

still have a TSP account with accruing Agency Auto¬ 
matic (1%) Contributions. If you have not already done 
so, you should choose to contribute your own money 
and receive agency matching money. You have to make a 
contribution election through your agency to start con¬ 
tributing your own money to your account and to receive 
Agency Matching Contributions. See the next section. 

If you’re a CSRS employee or a member of the uni¬ 
formed services, you have to make a TSP contribution 
election through your agency or service to establish a TSP 
account. You do not receive agency contributions. 


The TSP Contribution Election 

TSP contributions are payroll deductions. You have to 
make a “contribution election” through your agency 
or service to: 

• start your contributions if you were not automati¬ 
cally enrolled; 

• increase or decrease your contributions if you were 
automatically enrolled; 

• change the amount of your employee contributions 
or their tax treatment (traditional or Roth); 

• stop your contributions. 

First, ask your personnel or benefits office whether your 
agency or service handles TSP enrollments through 
paper TSP forms OR electronically through automated 
systems such as Employee Express, EBIS, myPay, 
LiteBlue, or the NFC EPP. 

Next, tell your personnel or benefits office how much 
you want co contribute and the tax treatment of your 
contributions through the agency’s or service’s electron¬ 
ic system or by way of a TSP-1 form. (See page 4.) You 
can get copies of these forms from the TSP website 
(tsp.gov) or from your agency or service. Return com¬ 
pleted forms to your agency or service, not to the 
TSP. Your agency needs your information to set up 
your payroll deductions. 

Your election should be effective no later than the first 
full pay period after your agency or service receives it. 


New Employee Checklist 


1. Consider increasing your contributions to at least 5% to get the full agency match if 
you’re a FERS employee (page 4). 

2. Look for your TSP account number, web password, and ThriftLine Personal Identifica¬ 
tion Number (PIN) in the mail. 


♦ Account number + web password = online account access 

♦ Account number + PIN = ThriftLine (telephone) account access 

3. Decide how you want contributions to your account to be invested, and access your 
account through the web or ThriftLine to: 


♦ Make a “contribution allocation” to change the investment of future contribu¬ 
tions to your account (page 15). 

♦ Make an “interfund transfer” to change the investment of money already in 
your account (page 15). 

4. Think about whether you want to designate beneficiaries to receive your account in the 
event of your death (page 23). 
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TSP CONTRIBUTIONS 

come from 2 sources: 




Your Employee Contributions 
(FERS, CSRS, uniformed services) 


1 

Regular 

“1 

Catch-Up 

(including automatic 

(age 50 or over) 

enrollment contributions) 

L 



L 



Choice of 2 Tax Treatments 

1 

Traditional 


Roth 


(pre-tax) (after-tax) 

Employee Contributions—For FERS, 
CSRS, and Uniformed Services 

There are two types of employee contributions: 

• Regular 

• Catch-Up (for participants 50 and older) 

You have to contribute the maximum of regular contri¬ 
butions to be eligible to make catch-up contributions. 

You can also choose between two tax treatments for your 
contributions: 

• Traditional (pre-tax) 

• Roth (after-tax) 

See “A Choice of Tax Treatments” on page 6. 

Regular Employee Contributions are payroll deduc¬ 
tions that come out of your basic pay before taxes are 
withheld (traditional contributions) or after taxes have 
been withheld (Roth contributions). Each pay period, 
your agency or service will deduct your contribution 
from your pay in the amount you choose (or the auto¬ 
matic enrollment amount of 3%) and send your contri¬ 
bution to the TSR Your agency or service will continue 
to do this until you make a new TSP election to change 
your contribution or stop it, or until you reach the 
Internal Revenue Code (IRC) contribution limit 
(see page 5). How do you know if the correct amount is 
coming out of your pay? Check your earnings and leave 
statement to verify the amount. 
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Your Agency's Contributions (FERS employees only) 


Agency Agency Matching 

Automatic 1% Contributions 


Only 1 Tax Treatment: Traditional (pre-tax) 
(Agency contributions cannot be Roth.) 


Special conditions for uniformed service members: 

In addition to basic pay, you can also contribute from 
1 to 100% of any incentive pay, special pay, or bonus 
pay — as long as you elect to contribute at least 1% from 
basic pay. Your total contributions from all types of pay 
must not exceed the applicable IRC contribution limit 
(see pages 5 and 6). 

You can elect to contribute from incentive pay, special 
pay, or bonus pay, even if you are not currently receiving 
them. These contributions will be deducted when you 
receive any of these types of pay. If you are receiving tax- 
exempt pay (i.e., pay that is subject to the combat zone 
tax exclusion), your contributions from that pay will 
also be tax-exempt. (Earnings on tax-exempt contribu¬ 
tions designated as traditional will be taxed at withdraw¬ 
al. Earnings on tax-exempt contributions designated as 
Roth will be tax-free at withdrawal, provided you meet 
the requirements detailed on page 7.) 

Catch-Up Contributions are payroll deductions that 
participants who are age 50 or older may be eligible to 
make in addition to regular employee contributions. 
Catch-up contributions are voluntary and can be either 
traditional (pre-tax) or Roth (after-tax). To be eligible 
to make catch-up contributions, you must already be 
contributing an amount that will reach the IRC elec¬ 
tive deferral limit by the end of the year. In the year you 
turn 50, you can begin making catch-up contributions 
at any time. Each pay period, your agency or service will 
make your contribution to the TSP from your pay in 
the amount you choose. Your catch-up contributions 
will stop automatically when you meet the IRC catch-up 
contribution limit (see page 6) or at the end of the 
calendar year, whichever comes first. Your catch-up 
contributions will not continue from year to year; you 
have to make a new election for each calendar year. 
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Contribution Election. Start, stop, or change your contributions using 
your agency's or your service's electronic system or using a TSP election form: 



Regular 
Contributions 
(Traditional and Roth) 


TSP-1 TSP-U-1 

civilian uniformed 

services 


Catch-Up 
Contributions 
(Traditional and Roth) 


TSP-1-C TSP-U-1-C 

civilian uniformed 

services 


Special conditions for uniformed service members: 

You can't make catch-up contributions from incentive 
pay, special pay, or bonus pay. What's more, your tradi¬ 
tional catch-up contributions will stop if you are receiving 
tax-exempt pay in a combat zone. Only Roth catch-up 
contributions are allowed from tax-exempt pay. 

Agency Contributions for FERS 
Employees 

As a FERS employee, you receive Agency Automatic (1%) 
and Matching Contributions (on your own TSP contri¬ 
butions). These contributions don't increase the dollar 
amount of your pay for income tax or Social Security 
purposes, nor do they come out of your pay. They're an 
important employee benefit—a critical part of the FERS 
retirement system — and they are deposited into your 
TSP account by your agency. It's important to under¬ 
stand how these contributions work and to maximize 
them for a comfortable retirement. 

Agency Automatic (1%) Contributions — equal to 1% 
of your basic pay—are deposited into your FERS em¬ 
ployee TSP account every pay period, beginning the first 
time you're paid. Agency Automatic (1%) Contributions 
are not taken out of your pay; your agency gives them 
to you. You don't have to contribute any money to your 
TSP account to receive these contributions, but they are 
subject to “vesting." 

Vesting means that you are entitled to keep your Agency 
Automatic (1%) Contributions (and their earnings) after 
you've completed a time-in-service requirement— 

3 years for most FERS employees and 2 years for FERS 
employees in Congressional and certain noncareer 
positions. All federal civilian service counts toward vest¬ 
ing—not just service while you are a TSP participant. 


The date your vesting period begins is determined by 
your TSP Service Computation Date (TSP-SCD), which 
your agency reports to the TSP. Your Service Computa¬ 
tion Date is shown along wdth other vesting information 
on your quarterly and annual TSP participant state¬ 
ments. The date will never be earlier than January 1,1984. 

If you leave government service before you satisfy the 
vesting requirement, your Agency Automatic (1%) Con¬ 
tributions and their earnings must be forfeited. How¬ 
ever, if you die before separating from service, you are 
automatically considered vested in all of the money in 
your account. 

You are always vested in your own con¬ 
tributions and their earnings and in your 
Agency Matching Contributions and their 
earnings. 

Agency Matching Contributions — If you're a FERS 
participant, you receive Agency Matching Contributions 
on the first 5% of pay you contribute every pay period. 
The first 3% is matched dollar-for-dollar by your agency; 
the next 2% is matched at 50 cents on the dollar. This 
means that when you contribute 5% of your basic pay, 
your agency contributes another 4% of your basic pay to 
your TSP account. Together with the Agency Automatic 
(1%) Contribution you get, your agency puts in a total of 
5%. Keep in mind, though, that if you stop your employee 
contributions, your Agency Matching Contributions 
will also stop, but Agency Automatic (1%) Contributions 
will continue to go into your account. You can contrib¬ 
ute more than 5% (see “How Much You Can Contribute" 
on the next page), but your agency only matches the first 
5 % you contribute. 

CSRS participants do not receive matching 
contributions. 
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Agency Contributions to Your Account 
(FERS Employees Only) 


You put in: 

Your agency puts in: 

And the total 
contribution is: 


Automatic 

(1%) 

Contribution 

Agency 

Matching 

Contribution 

0% 

1% 

0% 

1% 

1% 

1% 

1% 

3% 

2% 

1% 

2% 

5% 

3% 

1% 

3% 

7% 

4% 

1% 

3.5% 

8.5% 

5% 

1% 

4% 

10% 

More than 5% 

1% 

4% 

Your contribution + 5% 



If you're an automatically enrolled FERS 
employee, increase your contribution 
to at least 5% to get your agency's full 
match. 


Currently, members of the uniformed services do 
not receive matching contributions. However, the 
secretary of each individual service is allowed by law to 
designate particular critical specialties as eligible for 
matching contributions under certain circumstances. 

How Much You Can 
Contribute 

The Internal Revenue Code (IRC) places a number of 
specific limits on the dollar amount of contributions 
you can make to the TSP. 3 They are generally referred to 
as the “IRS limits” because the Internal Revenue Service 
(IRS) is responsible for calculating them each year. The 
annual limits can change and when they do, the TSP 
announces them on the TSP website and the ThriftLine 
as well as through its various publications. You can find 
the current limits at any time on our website. Click on 
Quick Links from the home page. 

The IRC elective deferral limit 4 is the maximum amount 
of employee contributions that can be contributed in a 


3 Territories of the United States are not subject to the contribution 
limits set by the IRC. If you are a resident of a U.S. territory, check 
with your Territorial Tax Authority to see what limits apply to your 
TSP contributions. 
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calendar year. The elective deferral limit applies to the 
combined total of your tax-deferred traditional contribu¬ 
tions and Roth contributions. 

If you're a FERS employee who likes to 
contribute larger amounts to your account 
early in the year, be sure you don't reach 
the elective deferral limit too early and 
miss out on valuable Agency Matching 
Contributions. Use our How Much Can I 
Contribute? calculator to determine how 
much you should deduct to maximize 
your contributions. 

For members of the uniformed services, elective defer¬ 
rals include all traditional and Roth contributions from 
taxable basic pay, incentive pay, special pay, and bonus 
pay. However, the elective deferral limit does not apply 
to traditional contributions made from tax-exempt pay 
earned in a combat zone. If you are a member of the 
uniformed services who is contributing to both a uni¬ 
formed services and a civilian TSP account as a FERS 
employee, the elective deferral limit applies to the total 
amount of tax-deferred traditional employee and Roth 
contributions you make in a calendar year. 

4 The IRC elective deferral limit is subject to change every year. You 
can find the most current information on tsp.gov by clicking on 
“Contribution Limits” under Quick Links on the home page. 
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Elective deferrals do not include Agency Automatic (1%) 
or Agency Matching Contributions. 

If you contribute to the TSP as a member 
of the uniformed services and as a civilian 
FERS employee, be sure that your com¬ 
bined contributions do not cause you to 
reach the IRC elective deferral limit before 
the end of the calendar year. If you do, you 
could lose out on matching contributions 
from your civilian agency. 

The IRC section 415(c) 5 limit is an additional limit that 
the IRC imposes on the total amount of all contribu¬ 
tions made on behalf of an employee to an eligible retire¬ 
ment plan in a calendar year. “All contributions” include 
employee contributions (tax-deferred, after-tax, and 
tax-exempt), Agency Automatic (1%) Contributions, and 
Agency Matching Contributions. 

Members of the uniformed services should pay par¬ 
ticular attention to this section 415(c) limit if they con¬ 
tribute from pay that is subject to the combat zone tax 
exclusion because section 415(c) limits the amount of 
tax-exempt pay a uniformed services participant may 
contribute. 

The catch-up contribution limit 5 (IRC section 414(v)) 

is the maximum amount of catch-up contributions that 
can be contributed in a calendar year by participants age 
50 and older. It is separate from both the elective defer¬ 
ral limit imposed on regular employee contributions 
and the IRC section 415(c) limit imposed on employee 
contributions (tax-deferred, after-tax, and tax-exempt), 
Agency Automatic (1%) Contributions, and Agency 
Matching Contributions. 

Transferring to another agency or 
service? Be sure to notify your new per¬ 
sonnel/payroll office that you have been 
contributing to the TSP so you can avoid 
an interruption in your contributions. It's 
your responsibility to notify your agency 
or service if your contributions don't start. 

If you don't, it's possible that you won't be 
able to make up missed contributions. 


A Choice of Tax 
Treatments 

The TSP offers you two tax treatments for your employee 
contributions when you make a contribution election: 

1 Traditional TSP—If you make traditional 

contributions, you defer paying taxes on your con¬ 
tributions and their earnings until you withdraw 
them. If you are a uniformed services member mak¬ 
ing tax-exempt contributions, your contributions 
will be tax-free; only your earnings will be subject to 
tax at withdrawal. 

2. Roth TSP — If you make Roth contributions, you 

pay taxes on your contributions as you are making 
them (unless you are making tax-exempt contri¬ 
butions from combat pay) and get your earnings 
tax-free at withdrawal, as long as you meet the re¬ 
quirements to qualify. 

You can make both traditional and Roth 
contributions. You can contribute in any 
percentages or amounts you choose, and 
change your election at any time. The intro¬ 
duction of Roth contributions gives you the 
opportunity to diversify the tax treatment of 
the money in your account. 


Traditional TSP and Roth TSP 

The Thrift Savings Plan began accepting Roth TSP 
employee contributions in May 2012. All employee 
contributions made before May 2012 are considered tra¬ 
ditional contributions. When a participant is automati¬ 
cally enrolled in the TSP, he or she begins by making 
traditional contributions. If you want to make Roth 
contributions, you have to submit a contribution 
election to tell your agency or service what portion 
of your contributions you want designated as Roth. 





' IRC limits are subject to change every year. You can find the most 
current information on tsp.gov by clicking on “Contribution 
Limits” under Quick Links on the home page. 
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Compare the Effects of Traditional and Roth Contributions 


| The Treatment of . . . 

Traditional 

Roth 

Contributions 

Pre-tax 

After-tax 

Your Paycheck 

Taxes are deferred/ so less money is 
taken out of your paycheck. 

Taxes are paid up front/ so more money 
comes out of your paycheck. 

Transfers In 

Transfers allowed from eligible employer 
plans and traditional IRAs 

Transfers allowed from Roth 401 (k)s, Roth 
403(b)s ; and Roth 457(b)s 

Transfers Out 

Transfers allowed to eligible employer 
plans, traditional IRAs, and Roth IRAs 

Transfers allowed to Roth 401 (k)s, Roth 
403(b)s, Roth 457(b)s, and Roth IRAs 

Withdrawals 

Taxable when withdrawn 

Tax-free earnings if 5 years have passed 
since January 1 of the year you made your 
first Roth contribution, AND you are age 

591/2 or older, permanently disabled, or 
deceased 


* If you are a member of the uniformed services receiving tax-exempt pay (i.e., pay that is subject to the combat zone tax exclu¬ 
sion), your contributions from that pay will also be tax-exempt. 


Traditional (pre-tax) contributions are taken out of 
your paycheck before your income is taxed. This lowers 
your current taxable income and gives you a tax break 
today. If you are a FERS employee, your agency's con¬ 
tributions also go into your traditional balance. This 
money grows in your account tax-deferred, but when 
you withdraw your money, you pay taxes on both the 
contributions and their earnings. 

Roth (after-tax) contributions are taken out of your 
paycheck after your income is taxed. When you with¬ 
draw funds from your Roth balance, you will receive 
your Roth contributions tax-free, since you already paid 
taxes on these contributions. In addition, you will not 
have to pay taxes on the earnings, as long as 5 years 
have passed since January 1 of the calendar year 
when you made your first Roth TSP contribution 
(known as the 5-year rule) AND you are at least age 
59 V 2 , permanently disabled, or deceased. If you sat¬ 
isfy these Internal Revenue Code (IRC) requirements, 
your earnings will be considered “qualified,” and you 
will not pay any taxes on them at withdrawal. 

Note: The TSP cannot certify to the IRS that you meet 
the IRC's definition of disability when your taxes are 
reported. You must provide the justification to the IRS 
when you file your taxes. 

Tax-exempt contributions are contributions uni¬ 
formed service members may make while earning 
tax-exempt pay in a combat zone. If your tax-exempt 
contributions are designated as traditional contribu¬ 


tions, you will pay no tax on the contributions, but your 
earnings will be taxed when withdrawn. If your contri¬ 
butions are designated as Roth, you will pay no taxes on 
your contributions, and their earnings will also be tax- 
free when withdrawn, as long as you meet the IRC 
requirements detailed in “Roth (after-tax) contribu¬ 
tions” on this page. 

Traditional and Roth balances. If you make an elec¬ 
tion to choose Roth contributions, your account will 
then be made up of two separate balances—traditional 
and Roth. These two “pots” of money will keep your 
contributions and any money you transfer into (or out 
of) your TSP account separate for tax purposes, but any 
loans, withdrawals, and interfund transfers you make 
will include a proportional amount from each balance. 
You will not be able to take out, borrow from, or change 
the investment of, just one pot of money. 

Roth TSP is similar to a Roth 401 (k), not 
a Roth IRA. There are no income limits 
for Roth TSP contributions. 

In the following sections, you will be able to compare 
the effects of traditional and Roth contributions on 
annual take-home pay and on account balance at 
withdrawal. 
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Traditional Contributions vs. Roth 
Contributions: An Example of the 
Effect on Your Current Income 

When you make traditional (pre-tax) contributions, you 
get two immediate tax advantages: Your actual TSP con¬ 
tribution is not taxed (it’s tax-deferred until you with¬ 
draw) AND the money you contribute is taken out of 
your pay before federal (and in most cases state) income 
taxes are calculated. As a result, the amount of pay used 
to calculate your taxes is reduced, so less money is with¬ 
held from your pay for taxes. 

When you make Roth contributions, assuming you con¬ 
tribute the same percentage or amount of your pay to the 
TSP as you contribute in traditional contributions, more 
money will come out of your annual take-home pay. 

Example: 


Traditional TSP Saving 

S 

Annual pay (gross) 

$40,000 

Minus TSP contributions 
(5% of $40,000) 

-2,000 

Net taxable income 

$38,000 

Minus estimated federal 
income tax 

-3,846 

Net spendable income 

$34,154 

Roth TSP Savings 

Annual pay (gross) 

$40,000 

Minus estimated federal 
income tax 

-4,154 

Net income after taxes 

$35,846 

Minus TSP contributions 
(5% of $40,000) 

-2,000 

Net spendable income 

$33,846 


Based on a participant filing singly—with one 
personal exemption and standard deductions. 


The difference: If you made traditional pre-tax contri¬ 
butions, you would have $308 more in your pocket 
in the current year than if you made Roth contributions. 


Traditional Contributions vs. Roth 
Contributions: An Example of the 
Effect on Your Long-Term Savings 

Choosing between traditional and Roth contribu¬ 
tions comes down to whether you would be better off 
paying taxes on your contributions now or later; in oth¬ 
er words, your marginal tax rate now versus your rate 
at retirement. Your personal situation will determine 
whether it is better to have the tax savings of traditional 
contributions now or the tax-free earnings of Roth 
contributions later. 

To demonstrate this tax principle, suppose in one year 
you could afford to give up $4,000 of your income for 
retirement savings in the TSP, and you are in the 25% 
tax bracket. You could put $4,000 (traditional pre-tax), 
or $3,000 (Roth after-tax) into your TSP account. (The 
$4,000 that comes out of your paycheck to make Roth 
contributions = $3,000 in contributions + $1,000 in fed¬ 
eral income taxes.) The chart below compares the value 
after 10 years (at 6% annual rate of return) of this one- 
year $4,000 paycheck deduction after taxes, taking into 
consideration a lesser, equal, or greater marginal tax rate 
at retirement. 




Traditional 

Pre-Tax 

Roth 

After-Tax 

Pre-tax vs. 

After-tax 

contributions 

25% tax rate 

$4,000 

$3,000 

After-tax 
value if 

15% tax rate 

6,089 

5,373 

withdrawn 

25% tax rate 

5,373 

5,373 

in 10 years: 

28% tax rate 

5,158 

5,373 


Generally, traditional contributions are to your advantage 
if your tax rate will be lower in retirement. Roth contribu¬ 
tions are to your advantage if your tax rate will be higher 
in retirement. If your income tax rate is the same in retire¬ 
ment as when you made the contributions, you'll end up 
with the same amount in your account whether you make 
Roth or traditional contributions. 
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The Contribution Comparison Calculator on the TSP 
website allows you to input information about your 
own situation and compare the effects of making tradi¬ 
tional and Roth contributions on your long-term sav¬ 
ings (as well as your paycheck). Visit the Contribution 
Comparison Calculator to see whether making Roth 
contributions could be to your advantage. You should 
also consult a qualified tax advisor or financial advisor. 
Remember to reassess your decision any time your tax, 
income, or personal situation changes. 

Roth contributions are ideal for 
uniformed services members earning 
tax-exempt pay in a combat zone. 

You are not paying taxes on your contribu¬ 
tions, why pay taxes on their earnings? 
Another advantage for the service mem¬ 
ber is that Roth catch-up (age 50 or over) 
contributions are permitted from tax- 
exempt pay, while traditional catch-up 
contributions are not. 


Tax Liability 

When you withdraw your money from the TSP, you will 
owe taxes on any traditional contributions (except con¬ 
tributions made from tax-exempt pay), and the earnings 
they have accrued. Depending on the type of withdrawal, 
you can continue to defer the taxes by transferring or 
rolling over your TSP payment to a traditional indivi¬ 
dual retirement account (IRA) or an eligible employer 
plan. 6 You can also transfer or roll over your traditional 
funds to a Roth IRA, but you will have to pay taxes on 
the full amount in the year of the transfer. 

If you have Roth contributions in your account, you 
have already paid taxes on them. You will not owe any 
further taxes on your Roth contributions, and you will 
not owe taxes on their earnings if your withdrawal pay¬ 
ment is a “qualified distribution.” In other words, if 
5 years have passed since January 1 of the calendar year 
when you made your first Roth contribution and you 
have reached age 59^2, or have a permanent disability, 
the entire Roth portion of your account will be paid out 
tax-free. If your earnings are not qualified, you can defer 
paying taxes on them in many cases by transferring your 
payment to a Roth IRA or Roth account maintained by 
an eligible employer plan. 6 

° Monthly payments that are expected to last 10 years or more or are 
based on life expectancy cannot be transferred or rolled over. 
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Retirement age and the penalty tax. If you receive a 
TSP withdrawal payment before you reach age 59 l /i, you 
may have to pay a 10% early withdrawal penalty tax on 
any taxable part of the distribution not transferred or 
rolled over. This penalty tax is in addition to the regular 
income tax you owe, but there are exceptions. In general, 
if you leave federal service during or after the year you 
reach age 55 (or the year you reach age 50 if you're a 
public safety employee 7 ), the 10% penalty tax does not 
apply to any withdrawal you make that year or later. 

In addition, disability retirement approved by the Office 
of Personnel Management may not exempt you from 
the early withdrawal penalty tax. The IRS requirement 
is more stringent, and you will have to substantiate your 
claim of exemption with the IRS. There are other excep¬ 
tions to the early withdrawal penalty tax. See the tax 
notice Important Tax Information About Payments From Your 
TSP Account, which is available from the TSP website, 
your agency or service, or the TSP. The tax rules that ap¬ 
ply to distributions from the TSP are complex, and you 
may also want to consult with a tax advisor or the IRS 
before you make any withdrawal decisions. 

Retirement Savings Contributions Credit. You may 

be able to take a tax credit for your TSP contributions. 
The Retirement Savings Contribution Credit (or Saver's 
Credit) is designed to encourage low- and modest- 
income individuals to save for retirement. Eligibility 
depends on your adjusted gross income (AGI) and filing 
status. For more information, see your tax advisor or 
refer to IRS Form 8880. 

Moving Money 
From Other Plans 
Into the TSP 

The TSP will accept into the traditional balance of your 
TSP account: 

• both transfers and rollovers of tax-deferred money 
from traditional individual retirement accounts 
(IRAs), SIMPLE IRAs, and eligible employer plans. 


The term “public safety employee” is defined in section 72(c)(10)(B) 
(ii) of the Internal Revenue Code. Consult your employing agency 
or service if you have questions about whether this applies to you. 
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The TSP will accept into the Roth balance of your 
TSP account: 

• transfers of qualified and nonqualified Roth dis¬ 
tributions from Roth 401(k)s, Roth 403(b)s, and 
Roth 457(b)s. 

If you don't already have a Roth balance in your TSP 
account, the transfer will create one. 

The TSP will not accept into your Roth balance: 

• rollovers of Roth distributions that have already 
been paid to you, and 

9 transfers or rollovers from Roth IRAs. 

Moving money from eligible employer 
plans and IRAs into your TSP account is a 
great way for you to consolidate your 
retirement savings and take advantage of 
the TSP's very low costs. 

There are two ways to move money into your TSP 
account: 

1. Transfer money directly to the TSP. You can have 
your IRA or plan send all or part of the money di¬ 
rectly to the TSP. This is called a “transfer” or “di¬ 
rect rollover." Use Form TSP-60, Request for a Transfer 
Into the TSP , for tax-deferred amounts you want to 
transfer, and Form TSP-60-R for the transfer of Roth 
money. These forms are available on the TSP website 
or from your agency or service. 

2. Roll over non-Roth money into the TSP. You 

receive the money from your IRA or plan and put 
it into the TSP yourself using Form TSP-60. This is 
called a “rollover.” If you decide to do a rollover, 
you will have 60 days to complete it, beginning on 
the date you receive the funds. You can roll over all 
or part of the money you receive. Your IRA or former 
plan will withhold the appropriate amount for taxes 
before it sends you the money. Keep in mind, then, 
that if you want to roll over the entire amount of the 
distribution, you will have to add in from your own 
funds the amount that was withheld for taxes. Any 
amount you don't roll over will be subject to federal 
income tax. (The TSP will not accept rollovers of 
Roth money.) 

Your transfer or rollover will be invested in the TSP ac¬ 
cording to your latest contribution allocation (see page 
15). The money you move into the TSP does not count 
toward the IRC contribution limits. 
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Conditions for the transfer. The TSP will accept a 
transfer or rollover under the following conditions: 

• The money must be considered an “eligible roll¬ 
over distribution" for federal income tax purposes. 
(Verify this by checking with your tax advisor or 
the administrator of the IRA or plan from which 
you are moving the money.) 

• You can transfer money into the TSP only if you 
have an existing TSP account. 

• You cannot open a TSP account by transferring 
money into it. However, if you have an open TSP 
account, you can start a Roth balance with a trans¬ 
fer of Roth money, even if you have not elected 
Roth contributions. 

Why transfer your money into the TSP? Transferring 
money into your TSP account allows you to consolidate 
your retirement savings in one place. This makes it easier 
to evaluate whether you are on target to reach your re¬ 
tirement savings goals, and to make sure the right asset 
allocation to meet these goals is applied to all your sav¬ 
ings. Also, because of the TSP's now legendary low costs, 
your savings can grow faster. This is why record numbers 
of TSP participants have been moving money into the 
TSP over the years, as the following chart shows. 


Transfers and Rollovers 
Into the TSP 



2011 2012 2013 2014 
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Investing in the TSP 


3 


The TSP offers you two approaches to investing your 
money: 


• The L Funds —These are “Lifecycle” funds that 
are invested according to a professionally designed 
mix of stocks, bonds, and government securities. You 
select your L Fund based on your “time 
horizon,” the future date at which you plan to 
start withdrawing your money. Depending upon 
your plans, this may be as soon as you leave or 
further in the future. 

• Individual Funds —You make your own decisions 
about your investment mix by choosing from any 
or all of the individual TSP investment funds 

(G, F, C, S, and I Funds). 


These investment options are designed so you can 
choose either the L Fund that is appropriate for your 
time horizon, or a combination of the individual TSP 
funds that will support your personal investment strate¬ 
gy. However, you may invest in any fund or combination 
of funds. Because the L Funds are already made up of 
the five individual funds, you will duplicate your invest¬ 
ments if you invest simultaneously in an L Fund and the 
individual TSP funds. 

Special note: If you are a civilian and you were enrolled 
on or after September 5,2015, then unless you choose 
another investment option, all contributions received by 
the TSP are deposited into the Lifecycle (L) Fund 
targeted most closely to the year you turn 62. If you were 
rehired after a break in federal service, a number of 
factors affect how your contributions will be invested by 
default. It is especially important for you to review your 
statements to ensure your money is being invested 
according to your wishes. If you are a member of the 
uniformed services or you are a civilian who enrolled 
before September 5,2015, then until you make an 
investment election, all contributions to your account 
are deposited into the Government Securities 
Investment (G) Fund. 


risk while seeking higher returns. The funds automati¬ 
cally adjust to reflect a reduced ability to tolerate risk as 
the need for income nears. 


The five L Funds are: 

• L 2050 

• L 2040 

• L 2030 

• L 2020 

• L Income 


The most optimal L Fund is the one that most closely 
matches your time horizon, that is, the year you expect 
to start withdrawing money from your TSP account. For 
example, if your target date is 2045 or later, the L 2050 
Fund is designed to match that time horizon. 

If you are currently receiving income from your TSP ac¬ 
count or plan to start withdrawing in the very near fu¬ 
ture, consider the L Income Fund. It is designed to focus 
primarily on preserving the assets in your account. 

If your entire account is in one of the L Funds, you 

will not have to worry about rebalancing it based on your 
time horizon. 

Each L Fund invests in a mix of the five individual TSP 
funds. The mix is chosen by experts based on each fund's 
time horizon. The L Funds' asset allocations are de¬ 
signed to achieve the highest expected rate of return for 
the amount of risk taken. If the time horizon is a long 
time from now, the L Fund will be more exposed to risky 
assets, such as stocks in the C, S, and I Funds. As time 
horizons shorten, allocations gradually shift toward less 
volatile government securities (G Fund). 

Each L Fund is automatically rebalanced, generally each 
business day, to restore the fund to its intended invest¬ 
ment mix. Each quarter, the funds' asset allocations 
are adjusted to slightly more conservative investments. 
When an L Fund reaches its designated time horizon, it 
will roll into the L Income Fund, and a new fund will be 
added with a more distant time horizon. 


The L Funds 

The L Funds are designed for participants who may not 
have the time, experience, or interest to manage their 
TSP retirement savings. The assumption underlying the 
L Funds is that the participants who won't need their 
money for quite a long time are able to tolerate more 


Investing in the L Funds does not eliminate risk, and the 
funds are not guaranteed against loss. The L Funds are 
subject to the risks inherent in the underlying funds and 
can have periods of gain and loss. 

Detailed information about each L Fund is available on 
the TSP website. 
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The Individual Funds 

The TSP has five individual investment funds: 

The Government Securities Investment (G) Fund— 

The G Fund is invested in short-term U.S. Treasury 
securities. It gives you the opportunity to earn rates of 
interest similar to those of long-term government securi¬ 
ties with no risk of loss of principal. Payment of princi¬ 
pal and interest is guaranteed by the U.S. government. 
The interest paid by the G Fund securities is calculated 
monthly based on the market yields of all U.S. Treasury 
securities with more than 4 years to maturity; the inter¬ 
est rate changes monthly. 

The Fixed Income Index Investment (F) Fund — 

The F Fund is invested in a separate account that is 
managed to track the Bloomberg Barclays U.S. Ag¬ 
gregate Bond Index. This is a broad index representing 
the U.S. government, mortgage-backed, corporate, and 
foreign government (issued in the U.S.) sectors of the 
U.S. bond market. This fund offers you the opportunity 
to earn rates of return that exceed money market fund 
rates over the long term (particularly during periods of 
declining interest rates). 

The Common Stock Index Investment (C) Fund— 

The C Fund is invested in a separate account that is man¬ 
aged by BlackRock and tracks the Standard & Poor's 500 
(S&P 500) Stock Index. This is a market index made up 
of the stocks of500 large to medium-sized U.S. compa¬ 
nies. It offers you the potential to earn the higher invest¬ 
ment returns associated with equity investments. 

The Small Capitalization Stock Index Investment 
(S) Fund— The S Fund is invested in a stock index fund 
that tracks the Dow Jones U.S. Completion Total Stock 


Market (TSM) Index. This is a market index of small and 
medium-sized U.S. companies that are not included in 
the S&P 500 index. It offers you the opportunity to earn 
potentially higher investment returns that are associated 
with “small cap” investments, but with greater volatility. 

International Stock Index Investment (I) Fund— The 

I Fund is invested in a stock index fund that tracks the 
MSCI EAFE (Europe, Australasia, Far East) Index. This is 
a broad international market index, made up of primar¬ 
ily large companies in more than 20 developed countries. 
It gives you the opportunity to invest in international 
stock markets and to gain a global equity exposure in 
your portfolio. 

The chart on page 13 compares these five funds and pro¬ 
vides more information about each. 

Because the TSP funds are trust funds that are regulated 
by the Office of the Comptroller of the Currency and not 
by the Securities and Exchange Commission (SEC), they 
do not have ticker symbols (i.e., unique identifiers as¬ 
signed to securities (including mutual funds) registered 
with the SEC). You can, however, obtain additional in¬ 
formation about the underlying indexes that certain TSP 
funds track by visiting the following websites: 


TSP Fund 

Index TSP Fund Tracks ji 


Bloomberg Barclays U.S. Aggregate 

F Fund 

Bond Index 

(www.bloombergindices.com) 

C Fund 

Standard & Poor's 500 Stock Index 
(www.standardandpoors.com) 

S Fund 

Dow Jones U.S. Completion Total Stock 

Market (TSM) Index (www.djindexes.com) 

1 Fund 

MSCI EAFE Index (www.msci.com) 
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Comparison of the TSP Funds 


The chart below provides a comparison of the available TSP funds. For more detailed information about each fund, see 
the TSP Fund Information sheets (available on the TSP website, from your agency or service, or from the TSP). 



G Fund 

F Fund* 

C Fund* 

S Fund* 

1 Fund* 

L Funds** 

Description 

of 

Investments 

Government 
securities 
(specially issued 
to the TSP) 

Government, 
corporate, and 
mortgage- 
backed bonds 

Stocks of large 
and medium¬ 
sized U.S. 
companies 

Stocks of small 
to medium-sized 
U.S. companies 
not included in 
the C Fund 

International 
stocks of more 
than 20 
developed 
countries 

Invested in the G, 

F, C, S, and 1 Funds 

Objective 
of Fund 

Interest income 
without risk of 
loss of principal 

To match the 
performance of 
the Bloomberg 
Barclays U.S. 
Aggregate Bond 
Index 

To match the 
performance of 
the Standard & 
Poor's 500 (S&P 
500) Stock Index 

To match the 
performance of 
the Dow Jones 

U.S. Completion 
TSM Index 

To match the 
performance of 
the MSCI EAFE 
(Europe, Aus¬ 
tralasia, Far East) 
Index 

To provide profes¬ 
sionally diversified 
portfolios based 
on various time 
horizons, using the 

G, F, C, S, and 

1 Funds 

Risk 

(See page 14) 

Inflation risk 

Market risk, 
credit risk, 
prepayment risk, 
inflation risk 

Market risk, 
inflation risk 

Market risk, 
inflation risk 

Market risk, 
currency risk, 
inflation risk 

Exposed to all of 
the types of risk 
to which the indi¬ 
vidual TSP funds 
are exposed—but 
total risk is reduced 
through diversifica¬ 
tion among the five 
individual funds 

Volatility 

Low 

Low to 
moderate 

Moderate 

Moderate to high 

Moderate to high 

Asset allocation 
shifts as time 
horizon 
approaches to 
reduce volatility 

Types of 
Earnings*** 

Interest 

Change in 
market prices 

Interest 

Change in 
market prices 

Dividends 

Change in 
market prices 

Dividends 

Change in 
market prices 

Change in 
relative value of 
currency 

Dividends 

Composite of 
earnings in the 
underlying funds 

Inception 

Date 

April 1, 1987 

Jan. 29,1988 

Jan. 29, 1988 

May 1,2001 

May 1,2001 

August 1, 
2005**** 


* The F, C, S, and I Funds also have earnings from securities lending income and from temporary investments in G Fund securities. 
These amounts represent a very small portion of total earnings. 

** Each of the L Funds is invested in the individual TSP funds (G, F, C, S, and I). The proportion of your L Fund balance invested in 
each of the individual TSP funds depends on the L Fund you choose. 

*** Income from interest and dividends is included in the share price calculation. It is not paid directly to participants accounts. 

**** The L 2010 Fund reached its time horizon and was retired on December 31,2010, making way for the L 2050 Fund, which has an 
inception date of January 28, 2011. 
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Fund Risks 

There are various types of risk associated with the TSP 
funds. There is no risk of investment loss in the G Fund. 
However, investment losses can occur in the F, C, S, and 
I Funds. Because the L Funds are invested in the individ¬ 
ual TSP funds, they are also subject to the risks to which 
those underlying funds are exposed. These risks include: 

• Credit risk —The risk that a borrower will default 
on a scheduled payment of principal and/or inter¬ 
est. This risk is present in the F Fund. 

• Currency risk —The risk that the value of a cur¬ 
rency will rise or fall relative to the value of other 
currencies. Currency risk occurs with investments 
in the I Fund because of fluctuations in the value 
of the U.S. dollar in relation to the currencies of 
the countries in the EAFE index. 

• Inflation risk —The risk that your investments 
will not grow enough to offset the effects of infla¬ 
tion. This risk is present in all five funds. 

• Market risk— The risk of a decline in the market 
value of the stocks or bonds. This risk is present in 
the F, C, S, and I Funds. 

• Prepayment risk — A risk associated with the 
mortgage-backed securities in the F Fund. During 
periods of declining interest rates, homeowners 
may refinance their high-rate mortgages and pre¬ 
pay the principal. The F Fund must reinvest the 
cash from these prepayments in current bonds 
with lower interest rates, which lowers the return 
of the fund. 


Consider both risk and return. Over a long period 
of time, the F Fund (bonds) and the C, S, and I Funds 
(stocks) have higher potential returns than the G Fund 
(government securities). But stocks and bonds also carry 
the risk of investment losses, which the G Fund does not. 

You need to be comfortable with the amount of 
risk you expect to take. Your investment comfort zone 
should allow you to use a long-term strategy so that you 
are not chasing market returns during upswings, or aban¬ 
doning your investment strategy during downswings. 

You can reduce your overall risk by diversifying your 
investments. The five individual TSP funds offer a broad 
range of investment options, including government secu¬ 
rities, bonds, and domestic and foreign stocks. Generally, 
ids best not to put “all of your eggs in one basket.” 

The amount of risk you can sustain depends upon 
your investment time horizon. The more time you 
have before you need to withdraw your account, the 
more risk you may be able to take. (This is because early 
losses can be offset by later gains.) 

Periodically review your investment choices. Check 
the distribution of your account balance among the 
funds to make sure that the mix you chose is still appro¬ 
priate for your situation. If not, rebalance your account 
to get the allocation you want. You can rebalance your 
account by making an interfund transfer. 


Choosing Your Own Investment Mix 

If you decide not to invest in the L Funds and you would 
rather choose your own investment mix from the G, F, 

C, S, and I Funds, remember that your investment al¬ 
location is one of the most important factors affecting 
the growth of your account. If you prefer this approach, 
keep the following points in mind: 


AMERICAN 

^OVERSIGHT 


Contribution Allocations and 
Interfund Transfers 

There are two types of investment transactions you 
can make: 

• Contribution allocation 

• Interfund transfer 

Contribution allocations. A contribution allocation 
specifies how you want to invest new money going into 
your TSP account. 

Your contribution allocation will apply to all future 
deposits to your account. These include: employee con¬ 
tributions; agency contributions (if you are FERS); any 
special pay, incentive pay, or bonus pay that you contrib¬ 
ute as a member of the uniformed services; any money 
you move into the TSP from other retirement plans; and 
any TSP loan payments. Your contribution allocation 
will not affect money that is already in your account. 

Your contribution allocation will remain in effect until 
you submit a new one. 

Interfund transfers. An interfund transfer moves the 
money already in your account among the TSP invest¬ 
ment funds. When you make an interfund transfer, you 
choose the new percentage you want invested in each 
fund. You cannot move specific dollar amounts among 
the funds. 

Also, you cannot move specific types of money among 
the funds. For example, if you have traditional (includ¬ 
ing tax-exempt) and Roth balances in your account, 


your interfund transfer will move a proportional 
amount from each type of money into the funds that 
you have specified. 

Interfund transfers are not unlimited. Each calendar 
month, your first two interfund transfers may be used to 
redistribute money in your account among any of the 
TSP funds. After the first two, your interfund transfers 
can only move money into the Government Securities 
Investment (G) Fund (in which case, you will increase 
the percentage of your account held in the G Fund by 
reducing the percentage held in one or more of the 
other TSP funds). If you have both a civilian and a uni¬ 
formed services account, these rules apply to each 
account separately. 

Making a contribution allocation or interfund 
transfer. You can make either of these transactions on 
the TSP website or the ThriftLine (using the automated 
system, or by speaking to a TSP Participant Service 
Representative). 

To make a contribution allocation or interfund transfer 
on the website, you will need your TSP account number 
(or customized user ID) and your web password. To 
make a contribution allocation or interfund transfer 
on the ThriftLine, you will need your account number 
and your ThriftLine PIN (or press 3 to speak to a Partici¬ 
pant Service Representative). Contribution allocations 
or interfund transfers made on the TSP website or the 
ThriftLine before 12 noon eastern time are generally pro¬ 
cessed that business day. You will receive a confirmation 
of your transaction in the mail or by email, if you used 
the website for your transaction and chose that option. 


How to Make Investment Choices for Your Account 


For New Contributions 


For Money Already in Your Account 


i 


i 


Contribution Allocation 


Interfund Transfer 


X X 

My Account section of the TSP website at tsp.gov 
or 


ThriftLine at 1-877-968-3778 


\ 
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Administrative Expenses 

TSP expenses (i.e., the cost of administering the plan) in¬ 
clude the costs of operating the TSP's recordkeeping 
system; providing participant services; and printing and 
mailing notices, statements, and publications. You can 

find the current expense ratios for all of the TSP funds 
in the most recent edition of our newsletter. Highlights . 

TSP expenses are lower than the industry average. 

These expenses are paid primarily from the forfeitures 
of Agency Automatic (1%) Contributions of FERS em¬ 
ployees who leave federal service before they are vested, 
other forfeitures, loan fees, and—because those forfei¬ 
tures and fees are not sufficient to cover all of the TSP's 
expenses—earnings on participants' accounts. 

The effect of administrative expenses (after forfeitures) 
on the earnings of the G, F, C, S, and I Funds is expressed 
as a net expense ratio for each fund. The expense ratio for 
each fund is calculated by dividing the total administra¬ 
tive expenses charged to that fund over a period of time 
by the fund's average balance during the same period. 


Since the L Funds do not have any unique administrative 
expenses, the L Funds do not have any additional charges. 
Therefore, the L Fund administrative expense ratios are 
weighted averages of the expense ratios of the G, F, C, S, 
and I Funds. 

Your share of TSP net administrative expenses is based 
on the size of your account balance. For example, if the 
G Fund's net expense ratio is .038%, that means your 
earnings are reduced by 38 cents per $1,000 of your 
G Fund balance. 

Costs are important in saving for your 
retirement. Even small differences in 
expenses can, over time, have a dramatic 
effect on a fund's performance and the size 
of your account. 
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TSP Loans, Withdrawals, 
and Refunds 

Because the purpose of the TSP is for you to save money 
for your retirement, there are rules that restrict when 
and how you may take money out of your account while 
you are still employed. 

Once you leave federal service, however, you can take your 
money out at any time. However, the IRS may impose an 
early withdrawal penalty tax on the disbursement, de¬ 
pending on your employment status, when you take the 
disbursement, and how you receive the funds. 

There are three ways to get your money out of the TSP: 

• A loan 

• An in-service withdrawal (i.e., a withdrawal while 
you are still employed by the federal government) 

• A post-separation withdrawal (i.e., a withdrawal 
after you separate from service) 

Any loan or withdrawal you take from your account will 
be paid proportionally from your traditional and Roth 
balances, and from each TSP fund in which you have 
investments. (The same is true for tax-exempt contribu¬ 
tions in your traditional and Roth balances if you are a 
member of the uniformed services.) For example, you 
cannot request a loan or withdrawal from only the tax¬ 
able portion of your traditional balance that is invested 
in the G Fund. If you have both traditional and Roth 
balances and you are invested in five TSP funds, both 
balances and all your fund investments will be impacted 
by your loan or withdrawal. 


Loans 

Loans are available only to participants 
who are actively employed, who are in pay 
status, and who have contributed their own 
money to the TSP. 

When you take a loan, you are borrowing your own 
contributions and the earnings on those contributions. 
When your loan is approved, the amount of the loan 
is removed from your TSP account. As you repay your 
loan, your loan repayments restore the amount of your 
loan, plus the interest you pay to your account. 

Cost of taking a loan. You repay your loan with 
interest. The interest rate is the interest rate for the 
G Fund at the time your loan application is processed. 

The TSP also charges a processing fee of $50 for each 
loan. This fee is used to cover the cost of processing and 
servicing your loan. It is deducted from the amount of 
the loan that you receive. 

Before you take a loan, consider that your loan costs are 
not limited to the interest and fee that you pay. The cost 
of a loan can be much more far-reaching. 

When you borrow from your account, you miss out on 
the earnings that might have accrued on the money you 
borrowed. Even though you must pay the money back to 
your account with interest, the interest you pay to your 
account may be less than what you might have earned if 
you had kept the money in the TSP. Further, if you have 
an outstanding loan when you leave federal service, you 
must pay it back within 90 days or the outstanding bal¬ 
ance will be treated as taxable income. 

Types of loans. There are two types of TSP loans: 

• A general purpose loan 

• A loan for the purchase or construction of a 
primary residence 

You can have only one general purpose and one residen¬ 
tial loan outstanding at a time. 
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Loan amount. The total amount that you can borrow is 
limited to your own contributions and the earnings on 
those contributions. You cannot borrow less than $1,000 
or more than $50,000. You can find out the amount you 
may be eligible to borrow from your TSP account by visit¬ 
ing the TSP website or calling the ThriftLine. You can also 
use the Estimate Loan Payments calculator on the TSP 
website to estimate your loan payment amount before you 
request a loan. 

Documentation. You do not need to provide any type of 
documentation for a general purpose loan. However, you 
will need to provide documentation for a residential loan. 

Waiting period between loans. You must wait 60 days 
from the time you pay off one loan until you are eligible 
to request another loan of the same type. 

Repaying a loan. Loan repayments are made through 
payroll deductions. They are deducted from your pay 
each pay period in the amount to which you agreed. If 
your agency or service does not deduct your loan pay¬ 
ment from your pay, you must submit the loan pay¬ 
ment directly to the TSP with Form TSP-26, TSP 
Loan Payment Coupon . You are responsible for 
your loan payments. 

You can also make additional payments or pay off your 
loan early by check or money order using the Loan Pay¬ 
ment Coupon, available at tsp.gov. And you can reamor¬ 
tize your loan to change the amount of your payment, 
number of payments, or repayment period. 

You must repay your general purpose loan within 5 years. 
Residential loans must be repaid wilhin 15 years. 

Consequences of failing to repay your loan. If you fail 
to repay your loan in accordance with your Loan Agree¬ 
ment (or your most recent reamortization), or you do 
not repay your loan when you separate from service, the 
TSP will report a taxable distribution to the IRS. You 
will owe income taxes on the taxable amount of the 
outstanding balance of the loan and possibly an early 
withdrawal penalty tax. 

You will not owe income taxes on any part of your out¬ 
standing loan amount that consists of tax-exempt or Roth 
contributions. You will owe taxes on the earnings on tax- 
exempt contributions that were part of your traditional 
balance. The following conditions apply to Roth earnings: 


• If the taxable distribution is declared because you 
separate from service, any qualified Roth earn¬ 
ings will not be subject to tax. Roth earnings 
that are not qualified will be subject to tax. 

• If the taxable distribution is declared for another 
reason (such as a default on your loan), your Roth 
earnings will be taxed, even if they were already 
qualified (or eligible to be paid out tax-free). 

Note: If you have two TSP accounts and you want to 
combine your accounts, you must close any loan in the 
account you are moving before the accounts can 
be combined. 


When you default on a TSP loan, you will 
owe taxes for that year on the taxable 
amount you did not repay, including any 
qualified Roth earnings. Paying taxes on 
qualified earnings means that you have 
to pay taxes today on an amount that you 
would otherwise be entitled to receive tax- 
free at retirement. 

Spouses* rights. If you are a married FERS or uni¬ 
formed services participant, your spouse must consent 
to your loan by signing the Loan Agreement. If you are a 
married CSRS participant, your spouse will be notified 
of your loan. These rules apply even if you are separated 
from your spouse. 

There are exceptions to these rights, but exceptions 
are rarely granted. See Form TSP-16, Exception to 
Spousal Requirements (U-16, uniformed services), for 
more information. 

Bankruptcy and TSP loans. If you have a TSP loan, 
your payments must continue because, for bankruptcy 
purposes, a TSP loan is not a debt, and the TSP is not 
your creditor. Therefore, the bankruptcy court does not 
have jurisdiction over your TSP loan. For more informa¬ 
tion, see the TSP fact sheet Bankruptcy Information—Peti¬ 
tions filed on or after October 17> 2005. Different rules apply 
to bankruptcies filed prior to that date. (See the TSP 
fact sheet Bankruptcy Information—Petitions filed before 
October 17,2005.) 
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Getting information. For a detailed explanation of the 
TSP loan program, your obligations if you take a loan, 
and the consequences of not repaying a loan, read the 
TSP booklet Loans. 

For information about outstanding loans, you can check 
your earnings and leave statement, your participant 
statements, the TSP website, or the ThriftLine. You can 
also contact the TSP. 


In-Service Withdrawals 

In-service withdrawals (i.e., withdrawals from your ac¬ 
count while you are still employed) are available to all 
active participants. The TSP does not charge a fee for 
making an in-service withdrawal. However, the overall 
impact on your retirement savings may be significant. 



When you make an in-service withdrawal, 
you permanently deplete your retirement 
savings by the amount of the withdrawal 
and any future earnings you would have 
accrued on that money. 




You must pay federal, and in some cases, state income 
taxes on the taxable portion of the withdrawal, and you 
may also be subject to a 10% early withdrawal penalty 
tax. More importantly, if you make a financial hardship 
in-service withdrawal, the overall impact can be even 
greater because you cannot contribute to the TSP for 
6 months following your withdrawal. If you are a FERS 
employee, that means you will also not receive any 
Agency Matching Contributions during that time. 


Types of in-service withdrawals. There are two types of 
in-service withdrawals: 

• A financial hardship in-service withdrawal 

• An age-based in-service withdrawal 


(and if you are FERS, you will not receive the associated 
matching contributions) for 6 months after the dis¬ 
bursement of your funds. 

Age-based in-service withdrawal. You can make an 
age-based in-service withdrawal any time after you reach 
age 59 ^ 2 , as long as you are still a civilian federal em¬ 
ployee or a member of the uniformed services. You may 
withdraw part or all of your vested account balance. You 
can request a dollar amount of $1,000 or more, or your 
entire account balance (even if it is less than $1,000). 
You are permitted to make only one age-based in-service 
withdrawal. If you make one, you will not be eligible to 
make a partial withdrawal from your account after you 
separate from service. 

Spouses* rights for in-service withdrawals. If you are 

a married FERS or uniformed services participant, your 
spouse must consent to your in-service withdrawal. If 
you are a married CSRS participant, the TSP must no¬ 
tify your spouse before an in-service withdrawal can be 
made. These rules apply even if you are separated from 
your spouse. 

There are exceptions to these rights, but exceptions are 
rarely granted. For more information, see Form TSP-16, 
Exception to Spousal Requirements (U-16 for members of 
the uniformed services). 


Taxes on In-Service Withdrawals 

You must pay federal income taxes on the taxable 
portion of in-service withdrawals when they are paid di¬ 
rectly to you. You will owe taxes on the portion of your 
withdrawal that comes out of your traditional balance 
(excluding tax-exempt contributions). You can retain 
the tax-deferred status of the traditional portion of your 
age-based withdrawal by transferring it to a traditional 
IRA or eligible employer plan. (You can also transfer it 
to a Roth IRA, but you would have to pay taxes on the 
transfer in the year it is made.) 


Financial hardship in-service withdrawal. You can 

make a financial hardship in-service withdrawal if you 
can certify, under penalty of perjury, that you have a fi¬ 
nancial hardship as a result of a recurring negative cash 
flow, legal expenses for separation or divorce, medical 
expenses, or a personal casualty loss. You may withdraw 
only your contributions and any earnings those contri¬ 
butions have accrued. You can request $1,000 or more; 
however, the amount that you request cannot exceed the 
actual amount of your certified financial hardship. Fur¬ 
ther, you may not make contributions to your account 


You will not pay federal income taxes on the portion 
of your in-service withdrawal that comes from your 
Roth contributions, and you will only pay taxes on the 
earnings if they are not qualified. However, you can 
transfer the Roth portion of your withdrawal to a Roth 
IRA or a Roth account maintained by an eligible 
employer plan. 
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Financial hardship in-service withdrawals may be subject 
to an early withdrawal penalty tax if you are younger 
than age 59V2 when you make your withdrawal. For more 
detailed information about the tax rules, see the TSP tax 
notice Important Tax Information About Payments From Your 
TSP Account. 

Getting information. For a detailed explanation of the 
TSP in-service withdrawal program, read the TSP book¬ 
let In-Service Withdrawals. For specific information about 
your in-service withdrawal request, check the TSP website 
or the ThriftLine, or contact the TSP. 

Withdrawals After You Separate 

If your vested account balance is $200 or more after you 
leave federal service, you can leave your money in the 
TSP until later (see page 22, “Withdrawal deadline”), or 
you can withdraw all or a portion of your account. If you 
leave your money in the TSP after you separate from 
service, be sure to keep your address up-to-date so that 
the TSP can reach you. 

Any withdrawal from your account will be made up of 
a proportional amount of traditional (non-Roth) and 
Roth money. 

If your vested account balance is less than $200 when 
you leave federal service, the TSP will automatically send 
you a check for the amount in your account. The check 
will be mailed to the address in your TSP account record. 
You cannot leave this money in the TSP or make any 
other withdrawal election. 

Combining accounts. If you decide to leave money in 
the TSP after you separate from either the uniformed 
services or federal civilian service, you will be able to 
combine your TSP accounts by submitting Form 
TSP-65, Request to Combine Civilian and Uniformed Services 
TSP Accounts. Money that you transfer will be deposited 
as employee contributions into the traditional or Roth 
balance of the combined account based on the way it was 
identified in the original account. 

There are restrictions about how and when accounts 
can be combined. For example, you can only combine 
the money from the account related to your separation 
into your other account (and if you have a loan in the 
account you are moving, you must close it before you 
can combine your accounts). Also, tax-exempt contribu¬ 
tions (i.e., contributions from combat zone pay) in your 
uniformed services TSP account may not be transferred 
to your civilian TSP account unless they are part of your 
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Roth balance. Tax-exempt contributions that are part 
of your traditional (non-Roth) balance must remain in 
your uniformed services account. 

Types of post-separation withdrawals. There are two 
types of post-separation withdrawals: 

• A partial withdrawal 

• A full withdrawal 

Partial withdrawal. You can take out $1,000 or more 
and leave the rest in your account until you decide to 
withdraw it at a later date. You may make only one 
partial withdrawal from your account. If you made an 
age-based in-service withdrawal, you are not eligible for a 
partial withdrawal. 

Full withdrawal. You choose how your entire account 
will be distributed using one—or any combination—of 
three withdrawal options available to you: 

• A single payment 

• A series of TSP monthly payments 

• A life annuity purchased for you by 
the TSP 

A single payment allows you to withdraw your entire 
TSP account at one time in one payment. It is sometimes 
referred to as a “lump sum.” 

If you're considering TSP monthly pay¬ 
ments or an annuity you should compare 
these benefits to see which one best fits 
your situation. You can get help by using 
the calculators on the TSP website. 

TSP monthly payments allow you to withdraw your 
entire account in a series of payments that will be paid 
to you each month from your TSP account. You can ask 
for a specific dollar amount each month or you can have 
the TSP calculate a monthly payment based on your life 
expectancy. If you choose a specific dollar amount, it must 
be at least $25. 

At any time while you are receiving monthly payments, 
you can ask the TSP to stop the monthly payments and 
pay you your remaining account balance in a single pay¬ 
ment. Also, once a year, you have the opportunity to 
make changes to the dollar amount of the monthly pay¬ 
ments you are receiving. You also have the opportunity 
to make a one-time switch to receiving monthly pay¬ 
ments based on a dollar amount rather than monthly 
payments based on life expectancy. 
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An annuity pays a benefit to you (or to your survivor) 
every month for life. The TSP purchases the annuity on 
your behalf from a private insurance company. You can 
have the TSP purchase an annuity with all or any por¬ 
tion of your account balance when you request a full 
withdrawal. In general, the amount you use for the 
purchase of an annuity must be $3,500 or more. 


Once a life annuity is purchased, it cannot 
be changed. 


If you choose a life annuity and you have only one 
type of balance (traditional or Roth) in your TSP ac¬ 
count, you must have at least $3,500 in your account at 
the time your annuity is purchased. If you are using only 
a portion of your account for an annuity, the percent¬ 
age you choose when requesting your withdrawal must 
equal $3,500 or more of your vested account balance. 


) 


If you choose a life annuity and you have both a 
traditional balance and a Roth balance in your TSP 
account, the minimum threshold of $3,500 applies to 
each balance separately. You may choose to purchase 
an annuity as long as you have $3,500 in either your 
traditional or Roth balance. The TSP will purchase two 
of the same type of annuity (one with the traditional bal¬ 
ance and one with the Roth balance). You cannot choose 
different annuities for each type of balance. 


Also, the following rules apply: 

• If you choose to use 100% of your TSP account 
to purchase an annuity and both balances are be¬ 
low $3,500, your withdrawal form will be rejected. 
If you have both a traditional balance and a Roth 
balance and at least one of the balances is at least 
$3,500, the TSP will purchase an annuity with the 
balance that is at least $3,500 and pay the other 
balance directly to you as a cash payment. 

• Alternatively, if you choose an annuity as part of 
a mixed withdrawal, any amount(s) that cannot 
be used to purchase the requested annuity will be 
split proportionally and distributed according to 
the other withdrawal option(s) you have chosen. 


You have a choice of three basic annuity types: 

• A single life annuity—paid only to you during 
your lifetime. 


• A joint life annuity with your spouse—paid to you 
while you and your spouse are alive. When one of 
you dies, payments are made to the survivor for 
the rest of his or her life. 

• A joint life annuity with someone (other than your 
spouse) who has an insurable interest in you—paid 
to you while you and the person you choose are 
alive. When one of you dies, payments are made to 
the survivor for his or her life. 

If you elect a joint annuity, you may be able to choose 
between a 50% or 100% payment option to the survivor. 

Some additional annuity features may also be available, 
depending on the basic annuity type you choose. You 
may be able to request “cash refund/’ “10-year certain,” 
or “increasing payment” features. The available annuities 
and their features are explained in detail in the booklet 
Withdrawing Your TSP Account After Leaving Federal Service. 

Spouses* rights for a partial withdrawal. If you are a 

married FERS or uniformed services participant, your 
spouse must consent to your partial withdrawal. If you 
are a married CSRS participant, the TSP must notify your 
spouse before a partial withdrawal can be made. 

Spouses* rights for a full withdrawal. If your vested ac¬ 
count balance at the time of your full withdrawal is more 
than $3,500, your withdrawal will be subject to federal 
law regarding spouses’ rights. These rules apply even if 
you are separated from your spouse: 

• If you are a married FERS or uniformed services 
participant, your spouse is entitled to an 
annuity with a 50% survivor benefit, level pay¬ 
ments, and no cash refund feature. Your spouse 
must waive the right to this particular annuity 
unless you use your entire account balance to 
purchase it. 

• If you are a married CSRS participant, the TSP 
must notify your spouse before it can process your 
withdrawal, regardless of which withdrawal option 
you choose. 


) 
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For both partial and full withdrawals, there are excep¬ 
tions to these rights. However, the conditions under 
which an exception is made are very limited. More infor¬ 
mation about exceptions is provided on Form TSP-16 
(TSP-U-16 for members of the uniformed services), 
Exception to Spousal Requirements. 

Taxes on Withdrawals After 
You Separate 

You must pay federal income taxes on the taxable por¬ 
tion of withdrawals when they are paid directly to you. 
You will owe taxes on the portion of your withdrawal 
that comes out of your traditional balance (excluding 
tax-exempt contributions). You can retain the tax-de¬ 
ferred status of the traditional portion of your with¬ 
drawal by transferring it to a traditional IRA or eligible 
employer plan. (You can also transfer it to a Roth IRA, 
but you would have to pay taxes on the transfer in the 
year it is made.) 

You will not pay federal income taxes on the portion 
of your withdrawal that comes from your Roth contribu¬ 
tions, and you will only pay taxes on the earnings if they 
are not qualified. However, you can transfer the Roth por¬ 
tion of your withdrawal to a Roth IRA or a Roth account 
maintained by an eligible employer plan. 

Depending on your age when you leave federal service, 
as well as your withdrawal option and its timing, you 
may be subject to the IRS early withdrawal penalty tax. 
For detailed information about the tax rules that apply to 
post-separation withdrawals, you should read the TSP tax 
notice Important Tax Information About Payments From Your 
TSP Account and consult with your tax advisor. 

Getting information. For a detailed explanation of the 
TSP's post-separation withdrawal program, read the 
booklet Withdrawing Your TSP Account After Leaving Federal 
Service. For specific information about your withdrawal 
request, check the TSP website or the ThriftLine, or con¬ 
tact the TSP. 

Withdrawal deadline. If you are separated from federal 
service or the uniformed services, you are required to 
make a withdrawal choice for your TSP account balance 
by April 1 of the year following the year you turn age 70V2. 

However, if you are still employed at age 7 OV 2 , your 
required withdrawals must begin by April 1 of the year 
following the year you separate from federal service or 
the uniformed services. 


If you do not withdraw (or begin withdrawing) your 
account by the required withdrawal deadline, your 
account balance will be forfeited to the TSP. You can 
reclaim your account; however, you will not receive 
earnings on your account from the time the account 
was forfeited. 

IRS Required Minimum Distribution. At the same 
deadline, you will also be subject to the IRS required 
minimum distribution rules. These rules require you to 
receive a certain portion of your account each year based 
on your life expectancy. The TSP will send you informa¬ 
tion about these rules if they apply to you. 

For more information about the withdrawal deadline and 
the IRS required minimum distribution rules, you can 
read the TSP tax notice Important Tax Information About 
Your TSP Withdrawal and Required Minimum Distributions. 

IRS Required Minimum Distributions 
(RMDs): You cannot request a payment of 
your RMD because that is not one of the 
statutory TSP withdrawal options. How¬ 
ever, if you choose monthly payments 
based on life expectancy, the total dol¬ 
lar amount of your annual payments will 
approximate your RMD. If your monthly 
payments are not sufficient to meet your 
RMD for the year, the TSP will send you a 
supplemental payment. 

Automatic Enrollment Refunds 

If you were automatically enrolled in the TSP, you may 
request a refund of the employee contributions (plus 
earnings or minus losses) associated with the automatic 
enrollment period. If you make a contribution election 
to change your automatic contributions in any way, you 
are no longer in the “automatic enrollment period/' and 
you can therefore not request a refund of contributions 
you made after the change. 

Your request must be made within 90 days of your first 
automatic enrollment contribution. To determine your 
refund deadline date, you may contact the TSP at 
1-877-968-3778 and choose option 3 to speak to a 
Participant Service Representative. 
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You will receive a refund of your own employee contribu¬ 
tions (and earnings). If you are FERS, you will forfeit all 
Agency Matching Contributions to the TSP when your 
refund is processed; however, your Agency Automatic 
(1%) Contributions will remain in your account. Read 
the instructions on Form TSP-25, Automatic Enrollment 
Refund Request > for more information. See the TSP web¬ 
site for the form and additional information about auto¬ 
matic enrollment. 

Please note that requesting a refund of your automatic 
employee contributions will not stop your agency from 
deducting future contributions from your pay each pay 
period. If you also want to stop your automatic contri¬ 
butions, you must make a contribution election (see 
page 2) to stop your contributions. 

Special note for participants automatically enrolled 
more than once (i.e., separating and being rehired after 
a break in service of more than 30 days): Under rules 
mandated by the IRS, you are not given a new 90-day 
refund period unless one full calendar year (January 
through December) has passed since your last automatic 
enrollment contribution. 


Death Benefits 

In the event of your death, your account will be distrib¬ 
uted to the beneficiary or beneficiaries you designate 
on Form TSP-3, Designation of Beneficiary? If you do not 
designate beneficiaries to receive your account, it will be 
disbursed according to the following order of 
precedence required by law: 

1. To your spouse 

2. If none, to your child or children equally, with the 
share due any deceased child divided equally among 
that child’s descendants 

3. If none, to your parents equally or to your 
surviving parent 


8 Exception: If you separate from service and submit a Form 
TS P-70, Request for Full Withdrawal , requesting an annuity and you 
die before annuity payments begin, the amount used to purchase 
the annuity will be returned to the TSP. The TSP will, if 
possible, distribute this money consistent with your annuity 
beneficiary designation. 


4. If none, to the appointed executor or administrator 
of your estate 

5. If none, to your next of kin who is entitled to your 
estate under the laws of the state in which you re¬ 
sided at the time of your death 

As used here, “child” means either a biological child or a 
child adopted by the participant. It does not include your 
stepchild unless you have adopted the child. Nor does it 
include your biological child if that child has been adopt¬ 
ed by someone other than your spouse. 

“Parents” does not include stepparents who have not ad¬ 
opted you. 

A will or any other document (such as a prenuptial agree¬ 
ment) is not valid for the disposition of your TSP account. 

Designating a beneficiary. If you wish, you can designate 
a person or persons, your estate, or a trust to receive your 
TSP account after your death. To designate a beneficiary 
or beneficiaries, you must use Form TSP-3, Designation 
of Beneficiary. The completed form must be properly 
signed, witnessed, and received by the TSP on or 
before the date of your death. 

Determine if you need to submit a 
Designation of Beneficiary (Form TSP-3), 
and review it when your personal situation 
changes. Otherwise, in the event of your 
death, the money in your account may not 
be distributed according to your wishes. 


Reviewing your beneficiaries. By law, the TSP must 
pay your properly designated beneficiary under all cir¬ 
cumstances. For example, if you designate your spouse 
as a beneficiary on Form TSP-3, a beneficiary participant 
account will be set up for that spouse after your death, 
even if you are separated. If you divorce (and even re¬ 
marry) but you do not submit a new Form TSP-3, your 
TSP account will be paid to the individual designated on 
your form, even if this person had given up all rights to 
your TSP account. Consequently, if your life situation 
changes, you may want to file a new Designation of Benefi¬ 
ciary form that cancels or changes your current benefi¬ 
ciary designation. 
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TSP distribution of death benefits. In order for benefi¬ 
ciaries to receive your account balance after your death, 
they (or their representatives) must complete Form 
TSP-17, Information Relating to Deceased Participant ; and 
send it to the TSP along with a copy of the certified 
death certificate. 

Once the TSP processes this information and determines 
the beneficiaries for your account, we will contact them 
with additional information and instructions. 

For detailed information about death benefits and the 
disbursement options for beneficiaries, read the TSP 
booklet Death Benefits and the TSP tax notice Important 
Tax Information About Thrift Savings Plan Death 
Benefit Payments. 

Beneficiary Participant Accounts 

In the event of your death, if your spouse is a benefi¬ 
ciary of your account and your spouse's share is $200 
or more, a “beneficiary participant” account will be 
established in your spouse's name. Any death benefit 
processed from your account for your spouse will be 
deposited into this TSP account and invested in the 
Lifecycle (L) Fund targeted most closely to the year 
your spouse turns 62 or the L Income Fund if he or 
she is age 62 or older. Your spouse can leave the money 
in the TSP and manage the investments in the TSP's 
funds, combine the account with his or her own TSP 
account, if applicable, or withdraw the money using 
any of the TSP post-separation withdrawal options 
described on page 20. 

For more information, see Your TSP Account: A Guide 
for Beneficiary Participants , which is available on the 
TSP website. 


Other Information 
About the TSP 


TSP Website (tsp.gov) 

The TSP website has current TSP information and 
materials (e.g., forms, rates of return, share prices, and 
calculators). TSP participants can use their TSP account 
number or customized user ID and web password to view 
personal account information and perform transactions. 

Thrift Line 

The toll-free ThriftLine (1-877-968-3778) is the TSPs au- 
tomated telephone service. It has information such as Plan 
News, share prices, and loan and annuity rates. You can opt 
to speak with a Participant Service Representative or you 
can use your TSP account number and ThriftLine PIN to 
access your account and perform certain transactions. 

Account Security 

The TSP takes many steps to keep your account secure. 
We provide you with a TSP account number and the op¬ 
portunity to create a customized user ID to use instead 
of your account number. The TSP also provides you with 
a customizable web password and ThriftLine PIN. It is 
important that you do your part to protect your account 
by keeping these numbers secure. Do not reveal them to 
anyone or store them where anyone can find them. 

TSP account number. The TSP provides you with a 
13-digit account number that you must use to identify 
your account. Use this number when accessing your 
account on the TSP website or the ThriftLine or when 
filling in TSP forms. Like a bank or credit union account 
number, your TSP account number cannot be changed. 
If you forget it, you can use the TSP website or the 
ThriftLine to request to have it mailed to you. You can 
also find your account number on your quarterly and 
annual participant statements. 
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Customized user ID. If you find it difficult to remem¬ 
ber your TSP account number when logging into your 
account in the My Account section of the TSP website, 
you can create your own customized user ID. However, 
to create your user ID, you will first need to log into My 
Account with your TSP account number and web pass¬ 
word. Once you have established your user ID, you can 
change it whenever you wish. Instructions are available 
on the TSP website. If you forget your user ID, you can 
enter My Account with your TSP account number and 
web password and create a new user ID. You cannot use 
your customized user ID on the ThriftLine. 

If you have both a civilian and a uniformed services ac¬ 
count, you may use the same or different customized 
user ID for both accounts. 

Web password. As soon as your account is established, 
the TSP mails you a web password to use with your TSP 
account number (or customized user ID) when you log 
into the My Account section of the TSP website or when 
you contact the TSP. When you log into your account for 
the first time using this password, you will be prompted 
to change it to one of your choice. If you lose your web 
password, you can request a new one from the My Ac¬ 
count section of the TSP website or receive one immedi¬ 
ately by calling the ThriftLine and choosing option 3 to 
speak to a Participant Service Representative. 

ThriftLine Personal Identification Number (PIN). 

As soon as your account is established, the TSP mails 
you a PIN to use with your TSP account number to 
access account information and perform certain trans¬ 
actions on the ThriftLine. You can change your PIN 
at any time on the ThriftLine. To do so, you must first 
enter your TSP account number and existing PIN. If 
you forget your PIN, you can request a new one on 
the ThriftLine or by contacting the TSP. Note: Your 
ThriftLine PIN is not the same as PINs for other agency 
or service systems (e.g., Employee Express, EBIS, 
LiteBlue, myPay, or NFC PPS). 


Access to PINs: Your ThriftLine PIN is 
encrypted in the TSP system and is not 
accessible to TSP representatives. For 
security reasons, the TSP will only mail your 
PIN to your address of record. The TSP will 
not send it through email. 


Participant Statements 

The TSP issues quarterly statements in January, April, 
July, and October, and annual statements for each year 
in February. 

Your quarterly statements cover all transactions in your 
account during the previous three months. If you have 
any TSP loans, the statement also summarizes your loan 
activity. You can view or print these statements on the 
TSP website or request to have them mailed to you. 

Your annual statement summarizes the financial activity 
in your account for that year and provides other impor¬ 
tant information such as your personal investment per¬ 
formance. The TSP posts this statement on the web and, 
unless you request only electronic annual statements, 
also mails it to you. 

Check your statements carefully, and, if you see any in¬ 
formation you believe is not correct, follow up with your 
agency or service or the TSP. 

Keep your address and other personal 
information up-to-date. 

If currently employed: Contact your 
agency or service. 

If separated: Update your address 
through the My Account section of the 
TSP website, use Form TSP-9, Change in 
Address for Separated Participant or call 
the TSP. For other changes or corrections 
after you separate, contact the TSP. 


Court Orders and Legal Processes 

Your TSP account can be divided in an action for di¬ 
vorce, annulment, or legal separation, or garnished to 
satisfy a legal processes associated with past-due ali¬ 
mony, child support obligation, IRS tax levy, or victims 
restitution pursuant to the Mandatory Victims Restitu¬ 
tion Act (MVRA). For more details, read the TSP booklet 
Court Orders and Powers of Attorney and the TSP tax notice 
Tax Treatment of Thrift Savings Plan Payments Made Under 
Qualifying Orders. 
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TSP Administration 

Management. The Federal Retirement Thrift Invest¬ 
ment Board (Agency) is an independent government 
agency that administers the TSR It is managed by a 
presidentially appointed five-member Board and an Ex¬ 
ecutive Director chosen by the Board. 

The Agency's recordkeeper handles the day-to-day 
maintenance and administration of all TSP accounts 
and assists participants with specific types ofTSP- 
related problems or questions. 


Law. The TSP is established under the Federal Employ¬ 
ees' Retirement System Act of 1986 and is codified pri¬ 
marily under Chapter 84 of title 5, United States Code 
(USC). By law, the assets in the TSP are held in trust for 
each individual participant. The TSP is treated as a qual¬ 
ified trust which is exempt from taxation (see 26 USC 
§ 770l(j)). Its regulations are published in Chapter VI of 
title 5 of the Code of Federal Regulations. 

Audits. By law, the TSP must be audited annually. You can 
obtain a copy of the most current audited financial state¬ 
ment from the TSP website or by writing to the TSP. 
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Glossary of Terms 


Account Balance —The sum of the dollar amounts in each 
TSP investment fund for an individual account. The dollar 
amount in each investment fund on a given day is the product 
of the total number of shares in that fund multiplied by the 
share price for that fund on that day. 

Account Number— The 13-digit number that the TSP as¬ 
signs to a participant to identify his or her TSP account. The 
participant must use this TSP account number (or a custom¬ 
ized user ID) in conjunction with his or her web password to 
log into the My Account section of the TSP website, and must 
use this number with his or her Personal Identification Num¬ 
ber (PIN) to access his or her account on the ThriftLine. 

Active Investing— A strategy of buying and selling securities 
based on an evaluation of the factors that affect the price of the 
security, such as the economy, political environment, industry 
trends, currency movements, etc. The objective of an active in¬ 
vestment strategy is to outperform the market as measured by 
a benchmark index such as the S&P 500. 

Agency Automatic (1%) Contributions —Contributions 
equal to 1% of basic pay each pay period, contributed to a 
FERS participant's TSP account by his or her agency. 

Agency Matching Contributions— Contributions made by 
agencies to TSP accounts of FERS employees who contribute 
their own money to the TSP. CSRS employees and members of 
the uniformed services do not receive matching contributions. 

Annual Additions (Section 415(c)) Limit— An annual 
dollar limit, established under Internal Revenue Code (IRC) 
section 415(c), that limits the amount of money that can be 
contributed to employer-sponsored plans like the TSP. This 
limit is per employer and includes all employee and agency 
contributions. For 415(c) purposes, working for multiple 
federal agencies or services in the same year is considered 
having one employer. 

Annuity— Guaranteed monthly income for the life of the 
TSP participant (or survivor if a joint annuity) after separating 
from federal service. These payments are issued directly by the 
TSP annuity provider. 

Automatic Enrollment— Applies to FERS and CSRS em¬ 
ployees hired or rehired after July 31,2010. As a result of the 
Thrift Savings Plan Enhancement Act of2009, Public Law 
111-31, signed into law on June 22, 2009, agencies must enroll 
their newly hired FERS employees in the TSP. They must also 
automatically enroll rehired FERS and CSRS employees who 
have had a break in service of more than 30 days. Automatic 
enrollment contributions are deducted from employees' pay 
at a rate of 3% of basic pay per pay period and deposited into 
their TSP accounts. Automatically enrolled participants may 
make a contribution election at any time to change or stop 
their TSP contributions. 


Basic Pay (Civilian) —This pay is defined in 5 United States 
Code (USC) 8331(3). 

Basic Pay (Uniformed Services)— This refers to compen¬ 
sation payable under sections 204 and 206 of USC title 37. 
Section 204 pay is pay for active duty; section 206 pay (e.g., 
inactive duty for training (IDT) pay) is pay earned by members 
of the Ready Reserve (including the National Guard). 

Beneficiary Participant Account— TSP account established 
in the name of a spouse beneficiary of a deceased TSP 
participant. 

Bond— A debt security issued by a government entity or a 
corporation to an investor from whom it borrows money. The 
bond obligates the issuer to repay the amount borrowed (and, 
traditionally, interest) on a stated maturity date. 

Bonus Pay (Uniformed Services) — Generally, a type of 
special pay with its own rules for TSP contribution election 
purposes. 

Catch-Up Contributions — Contributions that are made via 
payroll deductions by a participant age 50 or older and are 
permitted to exceed the Internal Revenue Code (IRC) elective 
deferral limit. 

Catch-Up Contribution Limit — An annual dollar limit, 
established under Internal Revenue Code (IRC) section 414(v), 
that limits the amount of catch-up contributions that a 
participant age 50 or older can make to employer-sponsored 
plans like the TSP. It is separate from the elective deferral limit 
imposed on regular employee contributions. 

Civil Service Retirement System (CSRS) — The term 
"CSRS” refers to the retirement system for federal civilian em¬ 
ployees who were hired before January 1,1984. CSRS refers to 
the Civil Service Retirement System, including CSRS Offset, 
the Foreign Service Retirement and Disability System, and 
other equivalent government retirement plans. 

Contribution— A deposit made to the TSP by a participant 
through payroll deduction or on behalf of the participant by 
his or her agency or service. 

Contribution Allocation— A participant's choice that tells 
the TSP how contributions, rollovers, and loan payments that 
are going into his or her account should be invested among 
the TSP funds. 

Contribution Election— A request by a participant to start 
contributing to the TSP, to change the amount of his or her 
contribution to the TSP each pay period, or to terminate con¬ 
tributions to the TSP. 

Credit Risk— The risk that a borrower will not make a sched¬ 
uled payment of principal and/or interest. 
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Currency Kisk— The risk that the value of a currency will rise 
or fall relative to the value of other currencies. Currency risk 
could affect investments in the I Fund because of fluctuations 
in the value of the U.S. dollar in relation to the currencies of 
the more than 20 countries in the EAFE index. 

Customized User ID— A combination of letters, numbers, 
and/or symbols that you can create to use instead of your TSP 
account number to log into the My Account section of the 
TSP website. The user ID cannot be used on the ThriftLine as 
a substitute for the account number. 

Designation of Beneficiary —The participant" s formal indi¬ 
cation of who should receive the money in his or her account 
in the event of his or her death. Participants must use Form 
TSP-3, Designation ofBeneficiary. (A will is not valid for the dis¬ 
position of a participant's TSP account.) 

Disburse— To pay out money, as from the TSP. 

Elective Deferral Limit— An annual dollar limit, established 
under the Internal Revenue Code (IRC) section 402(g), that 
limits the tax-deferred contributions and Roth contributions a 
participant can elect to make to employer-sponsored plans like 
the TSP. The limit can change each year. 

Eligible Employer Plan— A plan qualified under internal 
Revenue Code (IRC) § 401(a), including a § 401(k) plan, profit- 
sharing plan, defined benefit plan, stock bonus plan, and 
money purchase plan; an IRC § 403(a) annuity plan; an IRC § 
403(b) tax-sheltered annuity; and an eligible IRC § 457(b) plan 
maintained by a government employer. 

Federal Employees' Retirement System (FERS) — The term 
"FERS” refers to the retirement system for federal civilian 
employees who were hired on or after January 1,1984. FERS 
refers to the Federal Employees' Retirement System, the 
Foreign Service Pension System, and other equivalent 
government retirement plans. 

Fixed Income Investments— Generally refers to bonds and 
similar investments (considered debt instruments) that pay a 
fixed amount of interest. 

Full Withdrawal— A post-separation withdrawal of a partici¬ 
pant's entire TSP account through an annuity, a single pay¬ 
ment, or TSP monthly payments (or a combination of these 
three options). 

Incentive Pay (Uniformed Services) —Pay set forth in Chap¬ 
ter 5 of USC title 37 (e.g., flight pay, hazardous duty pay). 

Index— A broad collection of stocks or bonds which is de¬ 
signed to match the performance of a particular market. For 
example, the Standard & Poor's 500 (S&P 500) is an index of 
large and medium-sized U.S. companies. 

Index Fund— An investment fund chat attempts to track the 
investment performance of an index. 


Inflation Risk— The risk that investments will not grow 
enough to offset the effects of inflation. 

In-Service Withdrawal— A disbursement made from a par¬ 
ticipant's account which is available only to a participant who 
is still employed by the federal government, including the uni¬ 
formed services. 

Interfund Transfer (IFT) —An IFT allows the participant to 
redistribute all or part of his or her money already in the TSP 
among the different TSP funds. For each calendar month, the 
participant's first two IFTs can redistribute money in his or her 
account among any or all of the TSP funds. After chat, for the 
remainder of the month, the participant's IFTs can only move 
money into the Government Securities Investment (G) Fund 
(in which case, the participant will increase the percentage of 
his or her account held in the GFund by reducing the percent¬ 
age held in one or more of the other TSP funds). An IFT does 
not change the way new contributions, transfers or rollovers 
into the TSP, or loan payments are invested. 

Investment Allocation— A participant's choice that tells the 
TSP (1) how money going into his or her account should be 
invested in the TSP funds (contribution allocation), and/or 
(2) how money already in the TSP account should be invested 
in the TSP funds (interfimd transfer). An investment alloca¬ 
tion can be made on the TSP website in My Account, or by 
calling the toll-free ThriftLine at 1-877-968-3778. (See 
“Contribution Allocation" and "Interfimd Transfer.”) 

IRS Life Expectancy Tables —When you withdraw your 
account, if you choose to have the TSP calculate monthly 
payments based on life expectancy, the TSP will use these 
tables. IRS Single Life Table, Treas. Reg. § 1.401(a)(9)-9, Q&A 
1, is used for participants who are under age 70 on or after 
July 1 of the calendar year in which the calculation is made. 

For participants who turn age 70 before July 1 of that year, the 
Uniform Lifetime Table, Treas. Reg. § 1.401(a)(9)-9, Q&A 2, 
is used 

Market Risk— The risk of a decline in the market value of 
stocks or bonds. 

Matching Contributions — See "Agency Matching 
Contributions.” 

Mixed Withdrawal— A post-employment withdrawal of a 
participant’s entire account through any combination of the 
following: an annuity, a single payment, or TSP monthly 
payments. 

Monthly Payments —See "TSP Monthly Payments.” 
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My Account—The secure section of the TSP website, where 
you can log into your account to find out your account bal- 
r-x ance and perform certain transactions. 

Nonpay Status — Actively employed by the federal govern¬ 
ment or uniformed services but not receiving regular pay 
because of furlough, suspension, leave without pay (includ¬ 
ing leave without pay to perform military service), or pending 
resolution of a grievance or appeal. 

Partial Withdrawal—A one-time post-employment distri¬ 
bution of part of a participant's account balance that can be 
taken if the participant did not make an age-based in-service 
withdrawal while employed by the federal government or the 
uniformed services. A partial withdrawal is participant-elected 
and is made in a single payment 


Participant Statements—Statements that are furnished to 
each TSP participant after the end of each calendar quarter and 
after the end of each calendar year. Quarterly statements show 
the participant's account balance (in both dollars and shares) 
and the transactions in his or her account during the quarter 
covered. Annual statements summarize the financial activity in 
the participant's account during the year covered and provide 
other important account data such as the participant's person¬ 
al investment performance and an account profile. 


Passive Investing—Generally, buying and holding a portfolio 
of securities designed to replicate a broad market index. Passive 
strategies are based on the assumption that it is impossible to 
) accurately forecast future trends in securities prices over long 
periods of time. Management fees and trading costs are gener¬ 
ally lower in passively managed index funds. 


Password—A code made up of letters and numbers that a TSP 
participant uses in conjunction with his or her TSP account 
number (or customized user ID) whenever accessing his or her 
account through the TSP website. For new participants, the 
initial password is computer-generated and is sent to the par¬ 
ticipant shortly after his or her first contribution is received by 
the TSP. Participants will be prompted to customize their pass¬ 
words when they log into their accounts for the first time. 


Pay Status—Actively employed by the federal government or 
uniformed services and receiving regular pay. 


Personal Identification Number (PIN)—A number that 
the participant can use (in conjunction with his or her TSP 
account number) to access his or her own account on the 
ThriftLine. The initial PIN is computer-generated and is sent 
to the participant shortly after the participant's first contribu¬ 
tion is received by the TSP. 


Post-Separation Withdrawal—A distribution from a par¬ 
ticipant's account that is available only to participants who 
have left federal service or the uniformed services. Sometimes 
referred to as a “post-employment” withdrawal. (See also 
“Withdrawal”) 


Prepayment Risk—The probability that as interest rates fall, 
bonds that are represented in the index will be paid back early, 
thus forcing lenders to reinvest at lower rates. 

Qualified Earnings—Earnings on Roth contributions that are 
eligible to be paid out tax-free at withdrawal. Earnings are con¬ 
sidered “qualified” as long as the following two requirements 
are met: (1) it has been 5 years since January 1 of the calendar 
year the participant made the first Roth TSP contribution AND 
(2) the participant is at least age 59V2, permanently disabled (or 
deceased). 

Reamortize—Adjust the terms of a loan to change the loan 
payment amount or to shorten or lengthen the repayment 
period 

Required Minimum Distribution—The amount of money, 
based on a participant's age and previous year's TSP account 
balance, that the IRS requires be distributed to a participant 
each year after the participant has reached age 70Vi and is 
separated from service. 

Risk (Volatility)—The amount of change (both up and 
down) in an investment's value over time. 

Roth Balance—The portion of your TSP account made up of 
Roth (after-tax) contributions and accrued earnings. Portions 
of this balance may have originated from tax-exempt pay. 

Roth Contributions —Contributions from pay that has 
already been taxed (or from tax-exempt pay) and that has been 
deposited to a Roth balance. 

Roth IRA—An individual retirement account that is de¬ 
scribed in § 408A of the Internal Revenue Code (IRC). A Roth 
IRA provides tax-free earnings. You must pay taxes on the 
funds you transfer from your traditional balance to a Roth 
IRA; the tax liability is incurred for the year of the transfer. 

Securities—A general term describing a variety of financial 
instruments, including stocks and bonds. 

SIMPLE IRA—Savings Incentive Match Plan for Employer, 
an employer-sponsored retirement plan available to small busi¬ 
nesses. A TSP participant can transfer money from a SIMPLE 
IRA to the TSP, as long as he or she participated in the SIMPLE 
IRA for at least two years. However, a participant cannot trans¬ 
fer an amount from a TSP account into a SIMPLE IRA. 

Single Payment—A payment made at one time. Sometimes 
referred to as a “lump sum.” 

Special Pay (Uniformed Services)—Pay set forth in Chapter 
5 of United States Code (USC) tide 37 (e.g., medical and den¬ 
tal officer pay, hardship duty pay, career sea pay). 
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Stocks—Equity securities issued as ownership in a publicly 
held corporation. 

Tax-Exempt Contributions—Contributions that can be made 
to the TSP by members of the uniformed services from pay that 
is covered by the combat zone tax exclusion. 

ThriftLine—The TSFs automated voice response system. It 
provides general news about the TSP and allows participants 
to access certain information and perform some transactions 
over the telephone. You can also use the ThriftLine to contact 
Participant Service Representatives at the TSP. To access your 
account through the ThriftLine, you will need your TSP 
account number and ThriftLine PIN. 

Time Horizoa—The investment time you have until you 
need to use your money. 

Traditional Balance—The portion of your TSP account 
made up of your pre-tax (and any tax-exempt) TSP contribu¬ 
tions, plus agency contributions, and accrued earnings. 

Traditional Contributions—Contributions from pay that 
has not yet been taxed. Also referred to as "tax-deferred ” "pre¬ 
tax,” or "non-Roth” contributions. Traditional contributions 
also include contributions to a traditional balance from tax- 
exempt pay earned in a combat zone. 

Traditional IRA—A traditional individual retirement ac¬ 
count described in § 408(a) of the Internal Revenue Code 
(IRC), or an individual retirement annuity described in IRC 
§ 408(b). It does not include a Roth IRA, a SIMPLE IRA, or a 
Coverdell Education Savings Account (formerly known as an 
education IRA),) 


TSP Monthly Payments—Payments that the participant 
elects to receive each month from his or her TSP account after 
separating from service. (Note: In this case, money remains in 
the TSP account and is paid out directly from the account.) 

Uniformed Services—Uniformed members of the Army, Navy, 
Air Force, Marine Corps, Coast Guard, Public Health Service, 
and the National Oceanic and Atmospheric Administration 
serving on active duty, and members of the Ready Reserve or 
National Guard of those services in any pay status. 

User ID—See “Customized User ID.” 

Vesting—For a FERS participant, the time in service that 
he or she must have upon separation from service in order 
to be entitled to keep Agency Automatic (1%) Contributions 
and associated earnings. A participant is vested in (entitled to 
keep) the Agency Automatic (1%) Contributions in his or her 
account after completing 3 years of federal service (2 years for 
most FERS employees in congressional and certain noncareer 
positions). 

Volatility—See "Risk.” 

Withdrawal—A general term for a distribution that a partici¬ 
pant requests from his or her account. (Includes in-service 
withdrawal, partial withdrawal, full withdrawal, etc.) 
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Appendix: Getting More Information 


TSP forms and materials are available from the Forms & Publications section of the TSP website at tsp.gov, from 
your agency or service, or from the toll-free ThriftLine at 1 -877-968-3778 or the TDD at 1 -877-847-4385. (Callers 
outside the U.S. and Canada who cannot use the toll-free numbers should call 404-233-4400.) 





Whom to contact if you are: 

Topic 

Where to get 
information 

How to do it 

An active 
participant 

A separated 
participant 

Account balance 

TSP website, ThriftLine, quarterly 
or annual participant statement 

Use My Account (tsp.gov) or 
access your account on the 
ThriftLine 

TSP 

TSP 

Account number 

Summary p. 24 

Use My Account (tsp.gov) or 
contact participant service rep. 

TSP 

TSP 

Address (change of) 

Summary p. 25 

Active participants: Contact 
your agency or service 

Your agency or 
service 

TSP 



Separated partidpants: My 

Account (tsp.gov), Form TSP-9, or 
the TSP 



Annuity 

Summary p. 21; Web Calcula¬ 
tor; TSP Booklet, Withdrawing 
Your TSP Account After Leaving 
Federal Service 

Use appropriate sections of 
Form TSP-70 

TSP 

TSP before 
purchase; an¬ 
nuity vendor 
afterwards 

Bankruptcy 

Fact Sheet, Bankruptcy 
Information 


Your agency or 
service 

TSP 

Basic annuity for FERS 
and CSRS employees 

Your personnel office or the 

Office of Personnel 

Management (opm.gov) 


Your Personnel 
or Benefits 
Office 

Office of 

Personnel 

Management 

Basic annuity for the 
uniformed services 

Your service 


Your service 

Your service 

Beneficiary participant 
accounts 

TSP website; TSP Booklet, Your 
TSP Account: A Guide for Ben¬ 
eficiary Participants 


TSP 

TSP 

Combining a uniformed 
services and a civilian 

TSP account 

See information and instructions 
on Form TSP-65 

Use Form TSP-65 

TSP 

TSP 

Contribution allocations 

Summary p. 15; information and 
instructions on the TSP website 

Use My Account (tsp.gov) or 
ThriftLine Account Access 

TSP 

TSP 

Contribution limits 

Summary p. 5; Web Calculator, 
How Much Can 1 Contribute?; 
Fact Sheet, Annual Limit on 
Elective Deferrals 


Your agency or 
service 


Contributions 

Summary p. 3; information and 
instructions on Form TSP-1 
(TSP-U-1) 

Use Form TSP-1 (TSP-U-1) or 
your agency's or service's elec¬ 
tronic version 

Your agency or 
service 


Contributions (catch-up) 

Summary p. 3; Fact Sheet, 
Catch-Up Contributions 

Use Form TSP-1-C fTSP-U-1-Q 
or your agency's or service's 
electronic version 

Your agency or 
service 


Court orders 
and legal processes 

TSP Booklet, Court Orders and 
Powers of Attorney; Tax Notice, 
Tax Treatment of TSP Payments 
Made Under Qualifying Orders 

Send qualifying order to the 

TSP to begin process 

TSP 

TSP 

Customized user ID 

Summary p. 25 

Use My Account (tsp.gov) 

TSP 

TSP 

Death benefits 

TSP Booklet, Death Benefits; Tax 
Notice, Important Tax Informa¬ 
tion About TSP Death Benefit 
Payments 

Use Form TSP-17, Information 
Relating to Deceased Partici¬ 
pant 

Your agency or 
service or the 
TSP 

TSP 
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Appendix: Getting More Information (continued) 






Whom to contact if you are: 



Where to get 


An active 

A separated 


Topic 

information 

How to do it 

participant 

participant 


Designation of 

TSP Booklet, Death Benefits; info 

Use Form TSP-3, Designation 

TSP 

TSP 


beneficiary 

and instructions on Form TSP-3 

of Beneficiary 




Fund information for 

Summary pp. 11-14; Fund Infor- 


TSP 

TSP 


ibr funds 

mation sheets (web) 





In-service withdrawals 

Summary p. 19; TSP Booklet, /n- 

Use My Account (tsp.gov) or 

TSP 




Service Withdrawals; Tax Notice, 

Form TSP-75 for age-based 





Important Tax Information About 

withdrawal; Form TSP-76 for 





Payments From Your TSP Account 

financial hardship withdrawal 




Interfund transfers 

Summary p. 15; information and 

Use My Account (tsp.gov) or 

TSP 

TSP 



instructions on the TSP website 

access your account on the 
ThriftLine 




Loan payments 

Summary p. 18; TSP Booklet, 

For payments in addition to 

Your agency or 




Loans; Fact Sheet, Effect of 

those made by your agency or 

service or the 




Nonpay Status on Your TSP 

sen/ice, use the TSP's Loan Pay¬ 

TSP 




Account; Web Calculator, Loans 

ment Coupon (Form TSP-26) 




Loans (general) 

TSP Booklet, Loans 

Use My Account (tsp.gov) or 
Form TSP-20 

TSP 



Name changes 

TSP website 

Separated participants only: 

Your agency or 

TSP 




Use Form TSP-15; Active par¬ 
ticipants: Your agency or service 

service 



Participant statements 

Summary p.25; Leaflet, How to 

Obtain a copy from My 

Agency or 

TSP 


(quarterly and annual) 

Read Your Quarterly TSP Partici¬ 

Account on the TSP website, 

service for per¬ 




pant Statement, Leaflet, How to 

or use the web to request 

sonal, contribu¬ 




Read Your Annual TSP Participant 

mailed quarterly statements or 

tion, and loan 




Statement 

web-only annual statements 

payment info.; 
the TSP for 
other info. 



Password 

Summary p. 25 

Use My Account (tsp.gov) or 
contact Participant Service 

Rep. 

TSP 

TSP 


Personal Identification 

Summary p. 25 

Use ThriftLine Account Access 

TSP 

TSP 


Number (PIN) 


or contact Participant Service 
Representative 




Required minimum 

Tax Notice, Important Tax Infor¬ 


TSP 

TSP 

distributions (RMD) 

mation About Your TSP With¬ 






drawal and Required Minimum 
Distributions 




Shares/share prices 

Fact Sheet, Your Shares 

Obtain current prices from web 





in the TSP Funds 

or ThriftLine; web for historical 
share prices 



ThriftLine 

Web/ThriftLine Information Card 

1-877-968-3778 






TDD: 1-877-847-4385 



Transfers into the TSP 

Summary pp. 9-10; info, and in¬ 

Use Form TSP-60 or TSP-60-R 

TSP 

TSP 



structions on Form TSP-60/60-R 




Website 

Web/Th riftLine Information Card 

tsp.gov 

TSP 

TSP 

Withdrawals after you 

TSP Booklet, Withdrawing Your 

Use My Account (tsp.gov) or 

TSP 

TSP 

leave service 

TSP Account After Leaving Fed¬ 

use Form TSP-70 for a full 





eral Service; Tax Notice, Important 

withdrawal; for a partial 





Tax Information About Payments 
From Your TSP Account 

withdrawal, use Form TSP-77 



Withholding on in-serv¬ 

Tax Notice, Important Tax Infor¬ 

Use Withdrawal Form 

TSP 

TSP 

ice and post-separation 

mation About Payments From 




withdrawals 

Your TSP Account 
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Contact Information 


There are numerous sources of information about the 
Thrift Savings Plan. 

government is your agency or service. It is responsible for 
correcting or changing your personal TSP-related 
information and resolving any issues regarding your 

The most up-to-date information about the Plan in gen¬ 
eral, and your account in particular, is on the TSP web¬ 
site. You can also obtain limited information from the 
TSP's automated voice response system, the ThriftLine. 

contributions and loan payments. If necessary, it will 
also be able to contact the TSP on your behalf. 

If you are separated from federal service, your primary 
resource is the TSP. 

If you need clarification about plan features or have 
additional questions about your account, your best re¬ 
source while you are still employed by the federal 

The Appendix on pages 31 and 32 can direct you to the 
best sources of information on specific topics. 


TSP Website: 

tsp.gov 

ThriftLine: 

1-877-968-3778 

(For calls outside the U.S., Canada, and 
most U.S. territories, use 404-233-4400.) 

TSP: 

O • -J 

Thrift Savings Plan 

P.O. Box 385021 

Birmingham, AL 35238 

Telephone: 

Call the ThriftLine to speak to a 

Participant Service Representative. 

(7 a.m. - 9 p.m. eastern time) 

Text Telephone (TDD): 

1-877-847-4385 

TSP Fax: 

1-866-817-5023 
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THRIFT SAVINGS PLAN 

YOUR PLAN * YOUR FUTURE 

TSPBK08 (3/2017) 
PREVIOUS EDITIONS OBSOLETE 




THRIFT SAVINGS PLAN 

ELECTION FORM 


'Use this form to start, stop, or change the amount of your contributions to the Thrift Savings Plan (TSP) 

Before completing this form, please read the Summary of the Thrift Savings Plan and the instructions on the back of this form. Type or print 
all information. Return the completed form to your agency personnel or benefits office. Your agency should return a copy to you after 
completing Section V. 

Note: To choose your investment funds, see the instructions in the General information section on the back of this form. 



TSP-1 


1 . 

INFORMATION 

1 . 




ABOUTYOU 

Name (Last) 

2 . 

(First) 


(Middle) 


Street Address 

3. - 

City 

4. ( 

State 

) 

Zip Code 


Social Security Number Daytime Phone (Area Code and Number) 


5._ 

Office Identification (Agency and Organization) 


II. 

CHOOSETHE 
AMOUNT OF 
YOUR 

CONTRIBUTIONS 

Your choice will cancel 
all previous elections. 


To start or change the amount of traditional (pre-tax) or Roth (after-tax) contributions to your TSP account, enter 
either a whole percentage of your basic pay per pay period or a whole dollar amount per pay period for each type 
of contribution you elect. (You may choose a percentage for one type of contribution and a dollar amount for the 
other type of contribution.) Remember: A blank line next to a type of contribution equals 0% or $0 contributed. 


6. Traditional (Pre-Tax) Contributions 

.0% 

OR 

7. S 

.00 

8. Roth (After-Tax) Contributions 

.0% 

OR 

9. $ 

.00 


k 

iTOP SOME OR 
ALL OF YOUR 
CONTRIBUTIONS 


To stop all or just one type of your contributions to the TSP, check the box in Item 10 that applies and complete 
Section IV. Your payroll contributions will stop no later than the first full pay period after your agency employing 
office receives this form. (If you are a Federal Employees Retirement System [FERS] employee and you stop your 
contributions, your Agency Matching Contributions will stop, but Agency Automatic [1%] Contributions will 
continue. Read the instructions on the back.) 

10 . □ I choose not to save for my retirement. Please stop all my payroll contributions to my TSP account. 

□ Stop only my traditional (pre-tax) payroll contributions to my TSP account. 

CH Stop only my Roth (after-tax) payroll contributions to my TSP account. 


If you are a newly hired (or rehired) employee, you can generally stop your automatic employee contributions be¬ 
fore they start if you submit this form to your agency before the end of your first full pay period. (See note on back.) 


IV. 

SIGNATURE 11._ 12. / / 

Participant’s Signature Date Signed (mm/dd/yyyy) 


13._ 14. / / _ 15. / / 

Payroll Office Number Receipt Date (mm/dd/yyyy) Effective Date (mm/dd/yyyy) 


16._ 

Signature of Agency Official 


PRIVACY ACT NOTICE. We are authorized to request the information you pro¬ 
vide on this form under 5 U.S.C. chapter 84. Federal Employees Retirement System 
Your agency or service will use this information to identify your TSP account and to 
start, change, or stop your TSP contributions, in addition, this information may be 
shared with other Federal agencies for statistical, auditing, or archiving purposes. 
The information may also be shared with law enforcement agencies investigating a 
olation of civil or criminal law, or agencies implementing a statute, rule, or order. 


It may be shared with congressional offices, private sector audit firms, spouses, 
former spouses, and beneficiaries, and their attorneys. Relevant portions of the 
information may also be disclosed to appropriate parties engaged in litigation and for 
other routine uses as specified in the Federal Register. You are not required by law to 
provide this information, but if you do not provide it, your agency or service will not 
be able to process your request. 


v. 

FOR 

EMPLOYING 
OFFICE USE 
ONLY 
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ORIGINAL TO PERSONNEL FOLDER 
Provide a copy to the employee and to the payroll office. 


Form TSP-1 {9/2015} 
PREVIOUS EDITIONS 08SOIETE 

DOJ-17-0211-B-000137 

































TSP-1, INFORMATION AND INSTRUCTIONS 


GENERAL You may start, stop, or change your contributions at any time. Your TSP election will stay in effect until you sub- 

INFORM ATION mit another election or until you leave Federal service. (This form only applies to regular contributions. If you are age 

50 or older and want to make or change catch-up contributions, use Form TSP-1-C, Catch-Up Contribution Election . 

Important note for new TSP participants: All contributions to your account will be invested in the Lifecycle (L) 

Fund targeted most closely to the year you turn 62 unless you direct the TSP to allocate your contributions differently. 
The TSP publication Summary of the Thrift Savings Plan describes all of your investment choices and discusses their 
risks and advantages. For more information, you can also obtain a copy of the TSP Fund Information sheets. (The 
most current versions of TSP forms and publications are available on the TSP website at tsp.gov.) 

To choose your investment fund(s), use the TSP website (tsp.gov) or the ThriftLine at 1-TSP-YOU-FRST 
(1-877-968-3778; outside the U.S. and Canada, call 404-233-4400). On the TSP website, you will need your TSP 
account number (or user ID) and Web password. If you use the ThriftLine, you will need your TSP account number 
and ThriftLine Personal Identification Number (PIN). If you are a new participant, your TSP account number, 

ThriftLine PIN, and Web password will be mailed to you (separately) after your account has been established. 

If you change your address, notify your agency immediately to correct your records for your TSP account. 


SECTION I Complete all items in this section. 


SECTION II 

Your choice will 
cancel all previous 
elections . 

Example 

Previous Election: 


Traditional 5% 

Roth 2% 

New Election: 

Traditional 5% 

Roth 10% 


Complete this section to start your TSP contributions or to change the amount and type of contributions. Because 
whatever you enter in this section will cancel all previous elections, be sure to indicate exactly what percentages/ 
amounts you want to contribute, even if part of your election has not changed (see the example in the margin). You 
can elect to make traditional (pre-tax) and Roth (after-tax) contributions simultaneously. Traditional contributions 
come out of your pay before income taxes are calculated; you pay income taxes on these contributions and their 
earnings when you withdraw them. Roth contributions are made from your pay after taxes, and the earnings grow 
in your account tax-deferred. Withdrawals of Roth contributions are tax-free. The earnings associated with Roth 
contributions are also tax-free, but only if 5 years have passed since January 1 of the calendar year in which you 
made your first Roth contribution, and you have reached age 59 Ys, have a permanent disability, or have died. Note 
for FERS: All agency contributions to your account are tax-deferred, even if they are matching your Roth contributions. 

Complete either Item 6 or Item 7 (not both) for traditional (pre-tax) contributions; either Item 8 or item 9 (not both) 
for Roth contributions. You may choose a percentage of basic pay for one type of contribution and a dollar amount 
(as little as $1) for the other type of contribution. 

If you choose a percentage of basic pay, your contribution amount will automatically increase when you receive ■ 
pay raise. \ 

If you choose a dollar amount per pay period, your contribution amount will not increase when you receive a pay 
raise; you must submit a new Form TSP-1 to change the amount. 

Contribution limit. The total of your traditional and Roth contributions cannot exceed the Internal Revenue Code 
(IRC) annual elective deferral limit, which may change each year. For the current limit, visit “Contribution Limits" at 
tsp.gov. 


SECTION III Complete Item 10 to stop all or just one type of your contributions. You may restart your contributions at any time. 

FERS employees: Your Agency Automatic (1%) Contributions will continue after you stop your employee contribu¬ 
tions, but you will no longer receive valuable Agency Matching Contributions. (If you restart your contributions, the 
matching contributions will resume.) 

Note for newly hired or rehired FERS or CSRS employees: Your agency automatically deducts 3% of your pay, 
tax-deferred, and deposits the money in your TSP account for your retirement savings. If you want all or any portion 
of your automatic contributions to be after-tax Roth contributions, you must complete Section H and indicate what 
percentages or amounts you want as traditional (pre-tax) and Roth (after-tax) contributions. You can stop your auto¬ 
matic employee contributions before they start if you submit this form to your agency at the start of your first full pay 
period, subject to your agency's processing deadlines. If your agency has already begun to deduct your automatic 
employee contributions from your pay each pay period, you are entitled to request a refund of your initial contribu¬ 
tions by submitting Form TSP-25, Automatic Enrollment Refund Request. The TSP must receive Form TSP-25 within 
90 days of your first contribution. 


SECTION IV You must complete this section. 


SECTION V 

(To be completed 
by personnel or 
benefits office) 


The Receipt Date (Item 14) is the date that a properly completed form is received by the agency personnel office. 
If the form has not been properly completed, it should be returned to the employee. 

Requests must be processed immediately for new and rehired employees who want to stop automatic enrollment 
before it begins. This will help avoid a payroll deduction that may have to be refunded. The Effective Date (Item 15) 
must be no later than the first full pay period after receipt of a properly completed form. 

You should provide the participant with a copy of this completed election form. 
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DESIGNATION OF BENEFICIARY 


AMERICAN 

^OVERSIGHT 


Designation of Beneficiary 

Unpaid Compensation of Deceased Civilian Employee 


..tie (Last first, middle) 


Important: 

Read all instructions before 
filling in this form 




Date of birth (mm, dd, yyyy) 


Social Security Number 


Department or agency in which presently employed (or former department or agency ): 
Department or agency Bureau Division 


Location (City, state and ZIP code) 


1, the employee named above, canceling any and all previous Designations of Beneficiary heretofore made by me, do now 
designate the beneficiary or beneficiaries named below to receive any unpaid compensation due and payable after my death, 
i understand that this Designation of Beneficiary relates solely to money due as defined in 5 U.S.C. 5581, 5582, 5583, and in no 
way will affect the disposition of any benefit which may become payable under the Retirement or Group Life Insurance Acts 
applicable to my Government service. I further understand that this Designation of Beneficiary will remain in full force and effect 
until (1) I expressly change or revoke it in writing, (2) I transfer to another agency, or (3) I am reemployed by the same or another 
department or agency of the Government. 


l>f!besiqnatronl] 


First name, middle initial, and last 
name of each beneficiary 


Address (including ZIP code) of 
each beneficiary 


Relationship 


Share to be paid to 
each beneficiary 


Date of designation (mm, dd. yyyy) 


Your signature 



Signature of witness 

Number and street 

City, state and ZIP code 

Signature of witness 

Number and street 

City, state and ZIP code 


Receiving agency certification 

I have reviewed this designation and certify that the designated shares total 100% and that no witnesses are designated as beneficiaries. 

Signature Date 


Date received 


Type or print your return address to insure return 


r 


n 


,fice of Personnel Management 
5 OR 178 


Part 1 - Original 

NSN 7540-00-634-4340 



All Previous editions Standard Form 1152 

are not usable. Revised September 2011 
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0fthiS f0 ™ w !" com P ,ete, y cancel an y Designation of Beneficiary you may have previously filed. Be sure to 
n this form all persons you wish to designate as beneficiaries of any unpaid compensation payable at your death. 


name 


mm 


Examples of Designations 


1. HOW TO DESIGNATE ONE BENEFICIARY Do not write names as M.E. Brown or as Mrs. John H. Brown. If you want to designate your estate 

as beneficiary, enter “My estate’in the beneficiary column. 


First name, middle initial, and last 

name of each beneficiary 


Address (Including ZIP code) of 
each beneficiary 


Relationship 


Share to be paid to 
each beneficiary 


Mary E. Brown 


214 Central Avenue 
Muncie, IN 47303 


Domestic Partner 


100 % 




2. HOWTO DESIGNATE MORE THAN ONE 


First name, middle initial, and last 
name of each beneficiary 

Address (Including ZIP code) of 

each beneficiary 

Relationship 

Share to be paid to 
each beneficiary 

Alice M. Long 

509 Cana] Street 

Red Bank, NJ 07701 

Aunt 

25% 

Joseph P. Brady 

360 Williams Street 

Red Bank, NJ 07701 

Nephew 

25% 

Catherine L. Rowe 

3. HOWTO DESIGNATE A CONTINGENT 

792 Broadway 

Whiting, IN 46394 

BENEFICIARY 

Mother 

50% 

First name, middle initial, and last 

name of each beneficiary 

Address (Including ZIP code) of 
each beneficiary 

Relationship 

Share to be paid to 
each benefidary 

John M. Pamsh, if living 

810 West 180th Street 

New York, NY 10033 

Father 

100% 

Otherwise to:, Susan A. Parrish 

4. HOWTO CANCEL A DESIGNATION OF 

810 West 180th Street 

New York, NY 10033 

BENEFICIARY AND EFFECT PAYMENT UNDER 

Sister 

ORDER OF PRECEDENCE 

100% 

: (See back of duplicate) 

First name, middle initial, and last 

name of each beneficiary 

Address (Including ZIP code) of 

each beneficiary 

Relationship 

Share to be paid to 
each benefidary 

Cancel prior designations 









US. Office of Personnel Management 
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IMPORTANT NOTICE - ORDER OF PRECEDENCE 


If there is no designated beneficiary alive at the time of your death, any unpaid compensation owed you (that becomes payable 
"’^er you die) will be paid to the first person or persons in the order listed below who are alive on the date that entitlement to 
a payment occurs. 

1. To your widow or widower. 

2. If neither of the above, to your child or children in equal shares. The share of an y deceased child is distributed to the 
descendants of that child. 

3. If none of the above, to your parents in equal shares or the entire amount to the surviving parent. 

4. If none of the above, to the duly appointed legal representative of your estate. If there is none, to the person or persons 
entitled under the laws of the State or other domicile where you lived. 

You do not need to designate a beneficiary unless you want to name some person or persons not listed above or you want 
the payment to be made in a different order. 


INSTRUCTIONS 


1. The examples on the back of the first page of this form may be helpful to you in filling out this form. 

2. Except for signatures, you should type or print all entries in ink (typing is preferred). You should use this form for any 
designation of beneficiary or beneficiaries. The form must be signed and witnessed. 

3. The form should be free of erasures or alterations to avoid a possible legal contest after your death. 

4. You do not need to fill out a new form when your name or address changes or when the name or address of your 
beneficiary changes. 

5. You must complete the form in duplicate and file it with your employing agency. To be valid, your agency must receive the 
completed form prior to your death. The duplicate will be annotated and returned to you as evidence that the original was 
received and filed with your agency. We suggest that you file the duplicate with your important papers. 

6. You can cancel any prior Designation of Beneficiary form without naming a new beneficiary by completing a new form and 
inserting “Cancel prior designations" in the space provided for the name of beneficiary. This will change the payment to 

• the order of payment described under “Order of Precedence." 

’ This designation remains valid unless (a) you change or revoke it, (b) you transfer to another agency, or (c) you leave and 
then are reemployed by the Federal Government. If you are covered by (b) or (c), you must fill out a new form if you want 
to change the order of payment described under “Order of Precedence.” 

NOTE: If this form is not available, any designation, change or cancellation of beneficiary that is witnessed and filed according 

to these instructions will be valid. 

This form is not to be confused with Standard Form 2808, Designation of Beneficiary, Civil Service Retirement System, 

Standard Form 2823, Designation of Beneficiary, Federal Employees' Group Life Insurance Program, or 
Standard Form 3102. Designation of Beneficiary, Federal Employees Retirement System. 


Privacy Act Statement 


Solicitation of this information is authorized by the Code of Federal Regulations, Part 178, Subpart B. The information you 
furnish will be used to deter mine the amount, validity, and the person(s) entitled to the unpaid compensation of a deceased 
Federal employee. The information may be shared and is subject to verification, via paper, electronic media, or through the 
use of computer matching programs to obtain information necessary for determination of entitlement under this program or to 
report income for tax purposes. It may also be shared and verified, as noted above, with law enforcement agencies when they 
are investigating a violation or potential violation of the civil or criminal law. Public Law 104-134 (April 26,1996) requires that 
any person doing business with the Federal government furnish a Social Security Number or tax identification number. This 
is an amendment to title 31, Section 7701. Failure to furnish the requested information may delay or make it impossible for us 
to determine eligibility of payments. 


jffice of Personnel Management 
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FEGLI 


Federal Employees 
Group Life Insurance 


Designation of Beneficiary 
Federal Employees' Group Life Insurance (FEGLI) Program 


Form Approved 
OMB No. 3206-0136 

Important: 
Read instructions on the 
Back of Part 2 before completing this form. 


Information About the Insured (not the Assignee, If there is one) (type or print) 

ame of Insured (Last, first, middle) 

" 

Date of birth of Insured (mm/dd/yyyy) 

Social Security Number of Insured 

The Insured is: 

Place an "X" in the 
appropriate box. 

il 

j 

an employee 

a retiree 

If the Insured is retired or receiving Federal Employees' Compensation, give CSA, 

CSi, orOWCP claim number: 


a compensationer 

1 



Department or agency where the Insured works (Ifretired, last department or agency where the Insured worked): 


Department or agency 


Bureau or division 


Location (city, state, and ZIP code) 


B. Information About the Beneficiary or Beneficiaries (See Back of Part 1 for examples) (type or print) 



' Soo,aISccunt y Nu,n ^ r ;/;,; 


■usm 

mppp 

:^;?rdesigrtated'^- g 


























v Total (Must equal 100% or 1.0) (Do not use dollar amounts) -► 

(Do not put a Total if you designated types of insurance. See example 4 on Back of Part 1.) 



C. Statement of Insured or Assignee (type or print) 


Your name and address (Including ZIP code) 


Please check one: 
I am: 


Please check all three: 


j the Insured 
] an Assignee 


See Back of Part 2 for definitions 


_ J I have not assigned the insurance. 

f Two people who witnessed my 
• - J signature signed below. 

; I did not name either witness as a 
S beneficiary. 


I understand that if there is a valid assignment on file, only the assignee has the 
right to designate a beneficiary. If a valid assignment is not on file, but there is a 
valid court order on file with the agency or the U.S. Office of Personnel 
Management, as appropriate, any designation I complete for the same benefits is 
not valid. 

I understand that if this Designation is valid, it will stay in effect unless it is 
canceled. (Sec "When Is A Designation Canceled? 1 ' on the Back of Part 2). 


I understand that if this Designation is invalid for any reason, the Office of 
Federal Employees’ Group Life Insurance will pay benefits according to the 
next most recent valid designation. If there isn’t one, it will pay according to the 
order listed on the Back of Part 2. 

I am canceling any and all previous Designations of Beneficiary under the 
Federal Employees' Group Life Insurance Program and am now designating the 
beneficiary(ies) named above. 



FEGLI Handbook (Rl 76-26) Previous editions are not usable. Revised May 2014 
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Note: If you need more space when completing this form, see "What if I need more room?” in the instructions on the Back of Part 2. 



How to designate one beneficiary Show beneficiarys full name. Do not write names as M.E. Brown or as Mrs. John H. Brown. 

If you want to designate your estate, enter "My estate" in the beneficiary column. 


l-llll' Address (Including ZIP code) \ • 




Percent or fraction 


Mary E. Brown 

000-00-0000 

214 Central Avenue 

Munice, IN 47303 

Niece 

100 % 

2. How to designate more than one be 

Jose P. Lopez 

neficiary Be sure that tl 
or 1.0. Read i 

111 - 11-1111 

he shares to be paid to the several benel 
nstructions on the Back of Part 2 if you 

360 Williams Street 

Red Band, NJ 07701 

flciaries add up tc 
need more room 

HRHM 

immMm 

Domestic 

Partner 

) 100 percent 

1 . 

gPerC'em*pr;:fectidn^ 
wighaf i 

one-half 

Rosa L. Rowe 

222-22-2222 

792 Broadway 

Whiting, IN 46392 

Mother 

one-half 

3. How to designate a contingent bene 

mmiauMmmNto 

John M. Parrish, if living 

ficia ry (Someone to 
dies) 

^S^ial-'§econM^iirtiicfe0i 

333-33-3333 

receive the benefits if the person you a 

810 West 180th Street 

New York, NY 10033 

designate dies bej 

Spouse 

r ore the Insured 

^ercenfbffiactionv 
. ,' designated 

100% 

Otherwise to: Susan A. Parrish 

444 - 44-4444 

810 West 180th Street 

New York, NY 10033 

Sister 

100% 

4. How to designate different beneficu 

leroy D. White 

tries for Basic and Opti 

£ vSdcjai Security Numfiei&S 

555-55-5555 

ional You cannot designal 

124 Elm Street 

Dayton, OH 45420 

te Option C - Fan 

Relationship 

Father 

nily. 

bf^fipn % 

..100% 

Basic 

Jane M. Smith 

666-66-6666 

421 Spring Avenue 

Portland, ME 04101 

Sister 

100% 
Option A 

Elizabeth J. Allen 

777-77-7777 

234 Fifth Avenue 

New York, NY 10029 

Daughter 

50% 

Option B 

Ann J. Borden 

888-88-8888 

678 Ninth Street 

Philadelphia, PA 19123 

Daughter 

50% 

Option B 

5. How to designate an inter vivos tru< 

Trustee(s) or Successor Trustee(s) as 
provided in the John Q. Public Trust 
Agreement dated 10/15/2013, if valid. 
Otherwise to: 

5t (A trust that you set u i 

-a - ‘ ;ss %- 

v during your lifetime) 

Address (Including ZIP code) 

p^iHI 

Trustee 

^erceht-orifracfibhl 

100% 

Mary E. Brown 

000-00-0000 

214 Central Avenue 

Munice, IN 47303 

Niece 

100% 

6. How to designate a testamentary tri 

«mpsnpmram 

Trustee(s) or Successor Trustee(s) as 
provided in my Last Will and 

Testament, if valid. Otherwise to: 

□st (A trust that is set up 

■ Social Security Number'■ •. 

i.-' ,• ' b ”, 

j when you die , according to terms in y 

ssmmswssm^vxwiSi 

>our will) 

ifllRelidSip&D® 

*' ■ * s • ,*V • -y', 7 fy.' y . »*. *. v 

Trustee 

100% 

Maria Sufuentes 

999-99-9999 

5909 Pacific Avenue, NW 

Washington, DC 20019 

Niece 

100% 

7 . How to cancel all designations of be 

each beneficiary 

Cancel prior designations 

meficiary 

v« lAv &i 'J’M 

in 

mmmmm 

iPerc^nt^rir^.ifenl 

1 < Mill's?v,« vs. j; >v,; 
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INSTRUCTIONS: The Insured or assignee must sign this form. Two people must witness the signature and sign as witnesses. The Insured's agency (or U.S. Office of 
Personnel Management [OPM], if the Insured is an annuitant or insured as a compensationer) must receive the designation before the Insured's death. A person with a power 
of attorney or other similar legal authority may not sign for the Insured or assignee. A witness cannot be a beneficiary. The agency or OPM, as appropriate, must receive valid 
court orders involving FEGLI before the Insured's death. 

Please read the additional instructions below before completing this form . 



rVho receives benefits when the Insured dies? By law, the Office of Federal 
Employees' Group Life Insurance (OFEGLl) pays benefits in this order: 

♦> If the Insured assigned ownership of his/her insurance (usually by filing an 
RI 76-10, Assignment of Life Insurance ), OFEGLl will pay: 

Firsty to the beneficiary(ies) the assignee(s) validly designated; 

Second f if none, to the assignee(s). 

♦> If the Insured did not assign ownership and there is a valid court order (see 
Part 870 of title 5, Code of Federal Regulations) on file with the agency or 
OPM, as appropriate, OFEGLl will pay benefits according to the court order. 

♦> If the Insured did not assign ownership and there is no val id court order on file 
with the agency or OPM, as appropriate, then OFEGLl will pay: 

First, to the beneficiary (ies) the Insured validly designated; 

Second\ if none, to the Insured's widow or widower; 

Third, if none of the above, to the Insured's child or children in equal 
shares, and the descendants of any deceased children (a court will usually 
have to appoint a guardian to receive payment for a minor child); 

Fourthy if none of the above, to the Insured's parents in equal shares, or 
the entire amount to the surviving parent; 

Fifth, if none of the above, to the court-appointed executor or 
administrator of the Insured's estate; 

Sixth, if none of the above, to the Insured's other next of kin entitled 
under the laws of the State where the Insured lived. 

Do I have to designate a beneficiary? No. But if you want OFEGLl to pay 
differently than listed above and you have not assigned the life insurance and there 
is no valid court order on file with the agency or OPM, as appropriate, you need to 
designate a beneficiary. 

What if one of the beneficiaries dies or is disqualified for any reason? Unless 
you indicate otherwise on your designation of beneficiary, OFEGLl will distribute 
that beneficiary's share equally among the surviving beneficiaries, or entirely to the 
sole survivor 

What if none of the beneficiaries is living when the Insured dies? OFEGLl will 
•v the benefits according to the order of precedence listed above. 

n I cancel or change this designation at any time? Yes, you may cancel or 
change your designation at any time, without the knowledge of or consent of the 
bcneficiary(ies), unless you assigned the insurance or there is a valid court order 
on file with the agency or OPM, as appropriate. 

Is a change or cancellation of beneficiary in my last will or testament valid? 

It is valid only if you sign your will, two people who witnessed your signature sign 
your will, and your agency (or OPM, for retirees or insured compensationers) 
receives your will before the Insured's death. 

What if I don't know a beneficiary's social security number? If you don't know 
the number, leave it blank. But having the number helps speed up the payment of 
benefits. 

Can a witness receive benefits as a designated beneficiary? No. 

Who can I name as a beneficiary? You may name any person, firm, corporation or 
legal entity (except an agency of the Federal or District of Columbia government). 

Can I use a common disaster clause? Yes. A common disaster clause is a 
statement that says that a designated beneficiary is entitled to the benefits only if 
he/she survives the Insured by a specified minimum number of days. The number of 
days cannot exceed 30. You can name a contingent beneficiary. If you don't name a 


Title 5, U.S. Code, chapter 87, Life Insurance, authorizes solicitation of this information. The 
Office of Federal Employees' Group Life Insurance (OFEGLl) will use the information you 
furnish to determine your bene fici ary (ies) for benefits under the Federal Employees' Group 
Life Insurance Program. OFEGLl is not a Federal agency. It is staffed by employees of the 
contracted life insurance carrier, (t may share this information with the Office of Personnel 
Management (OPM). Agencies and/or OPM will place this information in the Insured's Official 
Personnel Folder or retirement file. OPM or OFEGLl may disclose this information to other 
Federal agencies or Congressional offices which may have a need to know it in connection 
with your application for a job, license, grant or other benefit. It may also be shared and is 
subject to verification, via paper, electronic media, or through the use of computer matching 
programs, with national, state, local or other charitable or social security administrative 
agencies to determine and issue benefits under their programs. In addition, to the extent this 
information indicates possible violation of civil or criminal law, it may be shared and verified, 
•»s noted above, with an appropriate Federal, state, or local law enforcement agency. 

also ask for the Insured's Social Security Number to use it as an individual identifier In the 
* ;ral Employees’ Group Life Insurance Program. 


contingent and your beneficiary does not live long enough to qualify, OFEGLl will 
pay according to the order listed in the first column. 

Can I designate a trust? Yes. See examples 5 and 6 on the Back of Part 1. Those 
examples name a contingent beneficiary in case the trust is not valid. You don’t 
have to name a contingent beneficiary unless you want to. If the trust is not valid, 
and you do not name a contingent, OFEGLl will pay according to the order listed in 
the first column. The trust designation should include the name of the grantor, the 
trust name (if different), the name(s) of the trustees, and the date the trust was 
signed. 

When is a designation canceled? A designation of beneficiary is automatically 
canceled 31 days after the Insured stops being insured. It is also canceled if either 
the Insured or assignee assigns the insurance or if the Insured or assignee submits 
another valid designation, 

What if the Insured elected a full living benefit? Then there is no Basic left. So 
if you want to designate different types of insurance to different beneficiaries (see 
example 4 on the Back of Part 1), you should only list Option A and Option B. 

Who can sign this form? The Insured or Assignee (if applicable) must sign this 
form. The signature of a guardian, conservator or other fiduciary (including, but not 
limited to, those acting according to a Power of Attorney or a Durable Power of 
Attorney) is not acceptable. 

What if I erase or cross out something on this form? You should complete 
another form. Erasures, cross-outs and alterations cause a delay in the payment of 
benefits and may make the entire designation invalid. 

What if I need more room? Write "See Attached" in Part B of the form. Use a 
blank sheet. Print your name, date of birth and social security number at the top of 
the attachment. List the information required in Part B for each beneficiary. Sign the 
form and attachment. Have the same two people witness both of your signatures and 
sign the form and attachment. 

Where can I get more information? The FEGLI Handbook (RI 76-26) and FEGLI 
Booklet (FE 76-21 or FE 76-20 for Postal employees) contain more information. 
You can read them at wmy.opm.gov/fjealthcareAnsurance/Iife-insurance . 

Where should I send this form? Send it to the Insured’s employing agency if the 
Insured: 

♦> is an employee; or 

♦♦♦ has been receiving compensation payments from the Office of Workers' 
Compensation Programs for less than 12 months and is still on the agency's 
rolls as an employee. 

Send it to the Office of Personnel Management, Retirement Operations Center, P.O. 
Box 45, Boyers, PA 16017-0045 if the Insured: 

♦> is a retiree; or 

♦> is receiving compensation payments from the Office of Workers’ 

Compensation Programs and is not still employed or has been receiving 
compensation payments for at least 12 months. 

The agency or OPM will note receipt in section E of the form and return a copy to 
you as evidence that it received and filed the original. 

PROPERLY COMPLETED DESIGNATIONS ARE NOT VALID UNLESS 
THE APPROPRIATE OFFICE LISTED ABOVE RECEIVES THEM 
BEFORE THE INSURED'S DEATH. 


Executive Order 9397, dated November 22, 1943, allows Federal agencies to use the Social 
Security Number as an individual identifier to distinguish between people with the same or 
similar names. 

While the law docs not require you to supply all the information requested on this form, doing 
so will help in the prompt processing of your designation. 

Agencies other than the Office of Personnel Management may have further routine uses for 
disclosure of information from the records systems in which they file copies of this form. If this 
is the case, they should provide you with any such uses which are applicable at the time you 
complete this form. 

We estimate this form takes an average of 15 minutes to complete, including the time for 
reviewing instructions, getting the needed data, and reviewing the completed form. Send 
comments regarding our estimate or any other aspect of this form, including suggestions for 
reducing completion time, to the Office of Personnel Management, Retirement Services 
Publications Team (3206-0136), Washington, D.C. 20415-3430. The OMB number, 

3206-0136, is currently valid. OPM may not collect this information, and you are not required 
to respond, unless this number is displayed. 




KEEP YOUR DESIGNATION CURRENT. SUBMIT A NEW ONE IF THE ADDRESS OF ONE OF YOUR BENEFICIARIES CHANGES OR IF YOUR 
INTENTIONS CHANGE (FOR EXAMPLE, DUE TO A CHANGE tN FAMILY STATUS, SUCH AS MARRIAGE, DIVORCE, DEATH, BIRTH, ETC.). 
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Form Approved 
OMB No. 3206-0173 



Federal Employees 
..-Retirement System 


Designation of Beneficiary 

Federal Employees Retirement System 


Important: 

Read all instructions before 
filling in this form 


ne (Last, first, middle) 


Date of birth (mmlddjyyyy) 


Social Security Number 


Place an "X” in the 
appropriate box: 


i 

An employee 

f 

Retired or an 

i 

i 

\ 


■™J 

applicant for 



Former employee eligible 

for retirement in the 
future 


If you are retired give your claim number 


Department or agency in which presently employed (or former department or agency): 
Department or agency Bureau Division 


Location (City, state and ZIP code) 


I, the individual identified above, designate the beneficiary or beneficiaries 
named below to receive any lump-sum benefit which may become payable 
under the Federal Employees Retirement System (FERS) after my death, 
including lump-sum death benefits which may become payable based on 
amounts contributed to the Civil Service Retirement System (CSRS) before 
I became covered by FERS. I understand that this designation of beneficiary 
cancels any previous FERS or CSRS designation of beneficiary, and that it 
remains in effect until I cancel it in writing or I receive payment of my 
FERS retirement contributions. 


I direct, unless otherwise indicated below, that if more than one 
beneficiary is named, the share of any beneficiary who may predecease 
me or who may be disqualified for any other reason, shall be distributed 
equally among the stated beneficiaries, or entirely to the survivor. If none 
of the beneficiaries are alive and eligible to receive payment when a 
lump-sum payment becomes payable, this designation is void, and 
payment will be made according to the order of precedence set by law. 


First name, middle initial, and last 
name of each beneficiary O 

eficiaries ($ee Examples 

Address (Including ZIP code) of 
each beneficiary © 

Relationship 
to you O 

•' .7,-- -v': ' • ' 

- . V- / ' /. ; <; : ' ; •' 

Share to be paid to 
each beneficiary 









\ 








Date of designation (mmlddjyyyy) 

G;^itnesses : (Awftiessisno 

We, the undersigned, certify that this stater 

Your signature 

e to receive payment as a beneficiary): . 

nent was signed in our presence. 


Total = 100% 

Signature of witness 

Address (including ZIP code) 

Signature of witness 

Address (including ZIP code) 


Receiving agency certification 

I have reviewed this designation and certify that the designated shares total 100% and that no witnesses are designated as beneficiaries. 

Date received by agency (mmlddjyyyy) Signature Date (mmlddjyyyy) 


0 We will pay to the person you designate, even if that person’s name or relationship to you changes after you file this designation. For example, suppose you designate your spouse 
and then you two divorce and you marry someone else. We will pay any lump sum to your former spouse unless you submit another designation to cancel prior designations or to 
designate who we are to pay. 

®We will write to the address you provide here to contact the person you designate. However, that person is obligated to get in touch with us after your death to ask us to make 
payment. 

Type or print your return address so that we can return a copy to you. 


1 


U.S. Office of Personnel Management 
5 CFR 843.205 
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See Back of Employee Copy For Instructions 
On Where To File This Form. 

(Retain until employee leaves Federal 
service and then send to the Office of Personnel 
Management [OPM].) 



Previous editions are usable. 
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Important - The filing of this form will completely cancel any Designation of Beneficiary under the Federal Employees Retirement System or under the Civil 
Service Retirement System you may have previously filed. Be sure to name in this form all persons you wish to designate as beneficiaries of any lump sum 
payable at your death. 

Examples of Designations 


\ 


OW TO DESIGNATE ONE BENEFICIARY 


Do not write names as M.E. Brown or as Mrs. John H. Brown. If you want to designate your estate as 
beneficiary, enter "My estate" in the beneficiary column. 


First name, middle initial, and last 
name of each beneficiary 

Address (Including ZIP code) 
of each beneficiary 

Relationship 
to you 

Share to be paid to 
each beneficiary 

Mary E. Brown 

214 Central Avenue 

Muncie, IN 47303 

Niece 

100% 

2. HOW TO DESIGNATE MORE THAN ONE 

BENEFICIARY Be sure that the shares tc 

> be paid to the several benef 

iciaries add up to 100 percent. 

First name, middle initial, and last 
name of each beneficiary 

Address (Including ZIP code) 
of each beneficiary 

Relationship 
to you 

Share to be paid to 
each beneficiary 

Alice M. Long 

509 Canal Street 

Red Bank, NJ 07701 

Aunt 

25% 

Joseph P. Brady 

360 Williams Street 

Red Bank, NJ 07701 

Domestic Partner 

25% 

Catherine L. Rowe 

3. HOW TO DESIGNATE A CONTINGENT BE 

792 Broadway 

Whiting, IN 46394 

LNEFICIARY 

Mother 

. A**’- M-, ■■ ■ • 

50% 

First name, middle initial, and last 
name of each beneficiary 

Address (Including ZIP code) 
of each beneficiary 

Relationship 
to you 

Share to be paid to 
each beneficiary 

John M. Parrish, if living 

810 West 180th Street 

New York, NY 10033 

Father 

100% 

otherwise to: Susan A. Parrish 

4. HOW TO DESIGNATE AN INTER VIVOS Tl 

810 West 180th Street 

New York, NY 10033 

''X : X'yX:- i’X. yhyX -vt ■■"y'Xy i t '</ > 

RUST (A trust that you set up during your 

Sister 

lifetime) 

100% 

■miwmmym ; 

First name, middle initial, and last 
name of each beneficiary 

Address (Including ZIP code) 
of each beneficiary 

Relationship 
to you 

Share to be paid to 
each beneficiary 

Trustee (s) or Successor 

Trustee(s) as provided in the 
John Q. Public Trust 

Agreement dated 12/18/1999, 
if valid. Otherwise to: 


Trustee 

100% 

Mary E. Brown 

214 Central Avenue 

Muncie, IN 47303 

Niece 

100% 


sansfistst 


SB- . a 


5. HOW TO DESIGNATE A TESTAMENTARY TRUST (A trust that is set up when you die, according to terms in your will) 


First name, middle initial, and last 
name of each beneficiary 

Address (Including ZIP code) 
of each beneficiary 

Relationship 
to you 

Share to be paid to 
each beneficiary 

Trustee (s) or Successor 

Trustee (s) as provided in my 
Last Will and Testament, if 
valid. Otherwise to: 


Trustee 

100% 

Maria Sufuentes 

it wmsm 

5909 Pacific Avenue, NW 
Washington, DC 20019 

ctimm AAASw- ■; 

Niece 

100% 


mm 



6. HOW TO CANCEL A DESIGNATION OF BENEFICIARY AND EFFECT PAYMENT UNDER ORDER OF PRECEDENCE (See back of employee copy) 


First name, middle initial, and last 
name of each beneficiary 

Address (Including ZIP code) 
of each beneficiary 

Relationship 
to you 

Share to be paid to 
each beneficiary 

'^cel prior designations 
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Do untii.^ and instructions below 


Instructions 

This Designation of Beneficiary Form is used to designate who is to receive a lump-sum payment which may become payable under the Federal Employees 
Retirement System (FERS). It does not affect the right of any person who is eligible for survivor annuity benefits. This form may not be used and will not be 
Active in any way to elect, or demonstrate the intent to elect, a survivor annuity for a spouse, former spouse, or an individual who has an insurable interest in 
employee. Do not confuse this form with designation forms used for other types of benefits: Standard Form 2808, Designation of Beneficiary - Civil Service 
irement System; Standard Form 2823, Designation of Beneficiary - Federal Employees' Group Life insurance Program; TSP-3, Thrift Savings Plan Designation 
or Beneficiary; or Standard Form 1152, Designation of Beneficiary - Unpaid Compensation of Deceased Civilian Employee. 

This form is only for employees and retirees under FERS. Employees and retirees under the Civil Service Retirement System (CSRS) must use Standard Form 
2808, Designation of Beneficiary - Civil Service Retirement System. If you transferred from CSRS to FERS and previously filed an SF 2808, Designation of 
Beneficiary - Civil Service Retirement System, your SF 2808 is invalid. You must file a new designation using this form. 

Important - The filing of this form will completely cancel any Designation of Beneficiary under FERS or CSRS (SF 3102 or SF 2808) you may have previously 
filed. Be sure to name in this form all persons you wish to designate as beneficiaries for FERS lump-sum death benefits, including lump sum payment of 
amounts you may have contributed to CSRS before becoming covered by FERS. 


Order of Precedence 

You do not need to make a designation if you are satisfied with the order of 

precedence that the law provides. That order of precedence follows: 

1 . To your widow or widower. 

2. If your widow(er) is deceased, to your child or children, with the share of 
any deceased child distributed among the descendants of that child. 

3. If none of the above, to your parents in equal shares or the entire 
amount to the surviving parent. 

4. If none of the above, to the executor or administrator of your estate. 

5. If none of the above, to your other next of kin under the laws of the State 
in which you live at the time of your death. 

Payment of a lump sum will be made to the first person or persons listed 

above who are alive on the day you die. 

Designating a Beneficiary 

1. You can designate any person, firm, corporation, trust, or legal entity as 
your beneficiary. 

.If you want to designate a trust, see examples 4 and 5 on the back of 
'Part 1. Those examples name a contingent beneficiary in case the trust 
s not valid. You don't have to name a contingent beneficiary unless you 
want to. If the trust is not valid, and you do not name a contingent 
beneficiary, OPM will pay according to the order listed under "Order of 
Precedence" above. 

2. You can change your beneficiary at any time, without the knowledge or 
consent of a previous beneficiary, and this right cannot be waived or 
restricted. 

3. A designation of beneficiary must be in writing, signed, and witnessed, 
if you are an employee, the designation must be received in your 
employing office prior to your death, if you are a separated employee, 
a retiree or a person receiving recurring payments from the Office of 
Workers' Compensation Programs (OWCP), the designation must be 
received by the Office of Personnel Management (OPM) prior to your 
death. 

4. A witness to a designation of beneficiary is ineligible to receive payment 
as a beneficiary. 

5. The person(s) named will be considered a beneficiary (beneficiaries) for 
both CSRS and FERS lump-sum benefits. 

6. You cannot change or cancel a designation of beneficiary in a last will 
or testament unless it is signed, witnessed, and filed as described in 
paragraph 3. 


7. A designation of beneficiary remains in effect until (1) you cancel it by 
filing a new designation, or (2) you receive a refund of your retirement 
deductions before retirement. To inform us if the name or address of a 
beneficiary changes, file a new designation of beneficiary. It may be 
important to file a new designation if your family situation changes. 

Completing the Designation Form 

1 - The examples printed on the back of the first page of this form may be 
helpful to you in naming a beneficiary or canceling a prior designation of 
beneficiary. 

2. if you designate more than one beneficiary, be sure that the shares to 
be paid to them add up to 100 percent. Do not use dollar amounts to 
indicate the shares. 

3. If you wish to designate more than four persons in Part B, use a bfank 
sheet of paper which you will attach to the form. Print your name and 
date of birth at the top of the attachment and provide the information 
required in Part B for each beneficiary. Your signatures on the form and 
on the attachment must be witnessed by the same two people. The 
witnesses must sign both the form and the attachment. 

4. Complete the form in duplicate. Type or print all entries except 
signatures. Do not use pencil. 

5. Do not erase or alter entries. 

Where to Submit the Completed Form 

For employees : File this form with your employing agency, even if you are 
retiring. 

For separated employees, retirees and individuals receiving recurring 
benefits from the Office of Workers' Compensation Programs (OWCP); 

If you have left Federal employment, if you are receiving recurring benefits 
from the Office of Workers' Compensation Programs, or if you have retired, 
file this form with the Office of Personnel Management, Retirement 
Operations Center, Federal Employees Retirement System, P.O. Box 45, 
Boyers, PA 16017-0045. 

Your designation will not be effective until the date it is received by your 
employing agency (or OPM if you are not employed). 

The employee copy of this form will be noted and returned to you as 
evidence that the original has been received and filed. Please keep the 
duplicate in a safe place along with your other important papers. 

For the employing agency : File the Official Personnel Folder (OPF) copy 
on the right side of the OPF. If the employee leaves Federal service, send 
all FERS designations in the OPF to OPM. 




Solicitation of this Information is authorized by the Civil Service Retirement law 
(Chapter 83, title 5, U.S. Code) and the Federal Employees Retirement law (Chapter 
84, title 5, U.S. Code). The information you furnish will be used to determine who will 
receive a lump sum benefit in the event of your death. The information may be shared 
and is subject to verification, via paper, electronic media, or through the use of 
computer matching programs, with national, state, local or other charitable or social 
security administrative agencies In order to determine benefits under their programs, 
\o obtain information necessary for determination of benefits under this program, or 
report income for tax purposes. It may also be shared and verified, as noted 
jove, with law enforcement agencies when they are investigating a violation or 
potential violation of civil or criminal law. 


Executive Order 9397 (November 22,1943), authorizes the use of the Social Security 
Number. Failure to furnish the requested data may delay or make it impossible for us 
to determine how to make payment in the event of your death. 

We estimate providing this information takes an average of 15 minutes per response 
to complete, including the time for reviewing instructions, getting the needed data, 
and reviewing the completed form. Send comments regarding our estimate or any 
other aspect of SF 3102, including suggestions for reducing completion time, to the 
U.S. Office of Personnel Management (OPM), Retirement Services Publications Team 
(3206-0173), Washington, D.C. 20415-3430. The 0MB number, 3206-0173 is currently 
valid. OPM may not collect this information, and you are not required to respond, 
unless this number is displayed. 
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Thrift Savings Plan 


Form TSP-3 

Designation of Beneficiary 

May 2017 


For federal civilian employees, members of the uniformed services, and beneficiary participants 

If you would like your TSP account to be distributed according to the statutory order of 
precedence, do not complete this form. (See the first page of the instructions for an 
explanation of the order of precedence.) 

Use this form to designate a beneficiary or beneficiaries to receive your Thrift Savings Plan (TSP) account 
after your death. This Designation of Beneficiary form will stay in effect until you submit another valid 
Form TSP-3 naming other beneficiaries or canceling all prior designations. The beneficiary designation^! 
you provide on this form will automatically cancel all previous designations you submitted. Complete this 
form in accordance with the instructions. Do not cross out, erase, or otherwise change any information 
you provide on this form. Make a copy of this form for your records and send the original to the TSP. If you 
are an active employee or service member, do not give this form to your agency or service. 

Mail the original to: Thrift Savings Plan 
P.0. Box 385021 
Birmingham, AL 35238 

Or fax to: 1-866-817-5023 

If you have questions, call the toll-free ThriftLine at 1-877-968-3778 or the TDD at 1-877-847-4385. 

Outside the U.S. and Canada, please call 404-233-4400 (not toll free). 

You will receive a confirmation of your designation once your form is processed. 
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Check to make sure of the following: 




You provide your name and account number on each page that you submit to 
the TSP. 

You print legibly. 

You sign all pages you complete (including any extra pages you add) on the 
same date. 

You have the same witness sign and date alt pages—including any extra 
pages—after you sign and date the form. The witness cannot be named as a 
beneficiary. 

You do not alter this form or any information you provide on it. 

Your primary beneficiaries' shares add up to 100%. 

if you name contingent beneficiaries, you name a primary beneficiary for each 
contingent beneficiary. 

The shares of contingent beneficiaries (if any) total 100% for each primary 
beneficiary. 

You do not submit your will or direct us to make a designation according to 
your will. 

You address this form to: 




Thrift Savings Plan 
P.O. Box 385021 
Birmingham, AL 35238 


Form TSP-3 (5/20171 
PREVIOUS EDITIONS OBSOLETE 
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THRIFT SAVINGS PLAN 

DESIGNATION OF BENEFICIARY 


TSP-3 


I. PARTICIPANT INFORMATION —This applies to my: Q Civilian Uniformed Services Q Beneficiary Participant Account 


Last Name 


First Name 


Middle Name 


TSP Account Number 




/ 



/ 





Date of • 

Birth (mm/dd/yyyy) 


Daytime Phone (Area Code and Number) 
































Street Address or Box Number 






















i 

□ 

n 

□ 

r 






□ Foreign address? 
Check here. 


I Street Address Line 2 











1 

i r 



















m 











1 


II. CANCELLATION -To cancel all previous designations without designating new beneficiaries, check the box below. In the event of your 
death, payment from the TSP will be made according to the statutory order of precedence set by the United States Code (5 U.S.C. § 8424(d)). 

H Check here only to cancel all prior beneficiary designations without naming new beneficiaries. (Also complete Section IV.) 




III. PRIMARY BENEFICIARY DESIGNATIONS > ■ ■ ■ 

Relationship to you: ^Spouse [pother Individual [^Trust □Estate □ Legal Entity/Corporation Share: |_j_|_|% 


Name of Individual (Last, First, M/dcNe//Trust/Estate/Legal Entity or Corporation 


Name of Trustee/Executor tif applicable! 


Address: 



SSN/EJN/Tax ID 




/ 



/ 





Date of Birth (mm/dd/yyyy) 


Foreign address? 
Check here. 



Relationship to you 

l: 

□ Spc 

IUS€ 

> 1 | Other Individual 

□Trust 

1 (Estate 

□ Legal Entity/Corporation 

Share: | | |% 





































1 1 II 


Name of Individual (Last, First, Middle)/ Trust/Estate/Legal Entity or Corporation SSN/EIN/Tax ID 


Name of Trustee/Executor (if applicable] 

Address:_ 


/m/ 


Date of Birth (mm/dd/yyyy) 


□ 


Foreign address? 
Check here. 


Relationship to you: ^Spouse □other Individual □Trust ^Estate □ Legal Entity/Corporation Share: | | | % 

Name of Individual (Last, First, Midd(e)/T rust/Estate/Legal Entity or Corporation 

Name ofTrustee/Execjor |f applicable! 

Address:__ 


SSN/EIN/Tax ID 















/ 



/r 




1 

□ate of Birth (mm/dd/yyyy) 


Foreign address? 
Check here. 



IV. SIGNATURES —This entire form is valid only if all pages are signed, dated, and then witnessed by the same person. The witness 
must be age 21 or older and cannot be a primary or contingent beneficiary of any portion of this TSP account. By signing below, the 
witness affirms that the participant either signed in the witness's presence or informed the witness that he or she signed it earlier. 


Participant Signature 


Witness Signature 




/ 



/ 





Date Signed (mm/dd/yyyy) 



/ 



/ 






Date Signed jm m/dd/yyyy) 


□ Check here and go to Page 2 if naming 
more than 3 primary beneficiaries. 


Witness Print Full Name 
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FORM TSP-3, INFORMATION AND INSTRUCTIONS FOR PAGES 1 AND 2 


This form stays in effect until you submit another valid Form TSP-3 
naming other beneficiaries or canceling all prior designations. It does 
not affect the disposition of any other benefits you may have such as a 
FERS Basic Annuity, a CSRS annuity, or military retired pay. 

Complete this form only if you want payment to be made in a way 
other than the following statutory order of precedence: 

1- To your spouse 

2. Jf none, to your child or children equally, with the share due any 
deceased child divided equally among that child’s descendants 

3. If none, to your parents equally or to your surviving parent 

4. If none, to the appointed executor or administrator of your estate 

5. If none, to your next of kin who is entitled to your estate under 
the laws of the state in which you resided at the time of your 
death 

As used here, "child” means either a biological child or a child 
adopted by the participant. It does not include your stepchild or foster 
child unless you have adopted the child. Nor does it include your 
biological child if that child has been adopted by someone other than 
your spouse. 

"Parents" does not include stepparents who have not adopted you. 

Making a valid designation. To name specific beneficiaries to receive 
your TSP account after you die, you must complete this form, and 
it must be received by the TSP on or before the date of your death. 
Only a Form TSP-3 is valid for designating beneficiaries to your TSP 
account(s); a will or court order (e.g., divorce decree) is not valid for 
the disposition of a TSP account. You may, however, designate your 
estate or a trust as a beneficiary on Form TSP-3. 

You are responsible for ensuring that each page of your Form 
TSP-3 is properly completed, signed, and witnessed. Do not submit 
an altered form; it may be deemed invalid. If you need to correct or 
change the information you have entered on the form, start over on a 
new form. 

Changing or canceling your designation of beneficiary. To cancel a 
Form TSP-3 already on file, follow the instructions for Section II. 

Keep your designation (and your beneficiaries' addresses] current. It 
is a good idea to review how you have designated your beneficiaries 
from time to time—particularly when your life situation changes (e.g., 
through marriage, divorce, the birth or adoption of a child, or the 
death of a beneficiary). 

By law, the TSP must pay your properly designated beneficiary under 
all circumstances. For example, if you designate your spouse as a 
beneficiary of your TSP account, that spouse will be entitled to death 
benefits, even if you are separated or divorced from that spouse 
and have remarried. This is true even if the spouse you designated 
gave up all rights to your TSP account(s). Consequently, if your life 
situation changes, you may want to file a new Form TSP-3 that 
changes or cancels your current beneficiary designation. 

Unless you designate a contingent beneficiary, the share of any 
primary beneficiary who dies before you do will be distributed 
proportionally among the surviving designated TSP beneficiaries. 

If none of your designated beneficiaries are alive at the time of your 
death, the statutory order of precedence will be followed. 


SECTION I—Participant Information. For this and all sections of this 
form, carefutty type or print the requested information inside the 
boxes, where provided, using black or dark blue ink. For beneficiary 
addresses print or type legibly in the spaces provided. 


EXAMPLES 

Correct 

@M33H 
[MB/S®! 

Check the box that indicates whether you intend your beneficlary(ies) 
to receive funds from your civilian, uniformed services, or beneficiary 
participant account (i.e., an account inherited by the spouse of a 
deceased TSP participant). If you have a civilian and a uniformed 
services account and want to designate the same beneficiaries and 
shares for both accounts, check both boxes. To designate different 
beneficiaries for each account, you must submit two forms. If you 
have a civilian and/or uniformed services account in addition to a 
beneficiary participant account, you will need to complete an additional 
Form TSP-3 to designate beneficiaries for your beneficiary participant 
account. If you have more than one beneficiary participant account, 
you will need to complete a separate TSP-3 form for each beneficiary 
participant account since every beneficiary participant account has 
its own account number. Note: To avoid the possibility of having 
your form rejected, be sure to provide the correct account number 
(civilian, uniformed services, or beneficiary participant) and check the 
correct box(es) that corresponds to the account for which you want to 
designate beneficiaries. 

If you have a foreign address, check the box to indicate this. 

SECTION II—Cancellation. To cancel a Form TSP-3 already on file 
without naming new beneficiaries, check the box in this section, 
sign and date the form, and have it witnessed. If you check this 
box, your account will be paid according to the order of precedence 
described earlier Do not complete this section if you intend to 
name new beneficiaries in Section Ml. Your new designation(s) will 
automatically cancel any previous designation(s) on file with the TSP. 


Incorrect 
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p 

Name: 

TSP Account Number: 

1 

1 
















1 


(Last. First, Middle} 


ADDITIONAL PRIMARY BENEFICIARY DESIGNATIONS 

Make a copy of this blank page to designate additional primary beneficiaries. 



Address: 


□ Foreign address? 
Check here. 


Relationship to you 

1 : 

□ Spouse 1 1 Other Individual 

I~1 Trust 

□ Estate 

1 1 Legal Entity/Corporation 

Share: ("T |% 






































Tin 


Name of Trustee/Executor (if applicable] 

Address:_ 


IUJI 


Date of Birth (mm/dd/yyyy) 


□ Foreign address? 
Check here. 


Relationship to you 

i: 

□ Spouse 

i 1 1 Other Individual 

□ Trust 

1 1 Estate 

1 1 Legal Entity/Corporation 

Share: j | |% 





































1 ! ' 


Name of Trustee/Executor (if applicable] 

Address: „____ 


/m/ 


Date of Birth / mm/dd/yyyy} 


□ Foreign address? 
Check here. 



Address: 


□ Foreign address? 
Check here. 



Address: 


□ Foreign address? 
Check here. 


Participant Signature 


Witness Signature 




Date Signed (mm/dd/yyyy) 




Date Signed / mm/dd/yyyyI 


□ Check here if naming more 
primary beneficiaries. (See 
instructions for submitting 
additional pages.) 



Do Not Write In This Section 
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FORM TSP-3, INFORMATION AND INSTRUCTIONS FOR PAGES 1 AND 2 (continued) 


SECTION III—Primary Beneficiary Designations. You may name 
any person, a trust, your estate, or a Legal entity/corporation as a 
beneficiary. Note: If the beneficiary is a minor child, benefits will be 
made payable directly to the child. To designate a custodian for your 
minor child, you may want to consider using a Uniformed Transfer 
to Minors Act IUTMA) form. Contact the ThriftLine for additional 
information about this form. 

Enter the share for each beneficiary as a whole percentage. 
Percentages for the primary beneficiaries must total 100%. Do not 
use fractions or decimals. 

To name a primary beneficiary: 

• Check the box that indicates the beneficiary's relationship to 
you. 

• For each individual you designate, enter the full name, share, 
address, and date of birth or Social Security number (SSN) or 
other tax ID [such as an Employer Identification Number [EIN]). 

• If the beneficiary is a trust, check the box marked "Trust." 

Enter the name of the trust and the trustees name and 
address in the spaces indicated. Enter the EIN, if available. 
Leave the date of birth boxes blank. Note: Filling out this form 
will not create a trust; you must have a trust that is already 
established. 


• If the beneficiary is your estate, check the box marked 
"Estate." Enter the name of the estate and the executor's name 
and address in the spaces indicated. Enter the EIN, if available 
Leave the date of birth boxes blank. 

• If the beneficiary is a legal entity or corporation, check the 
box marked "Legal Entity/Corporation." Enter the name of the 
entity in the boxes indicated. Enter the legal representative's 
name in the boxes marked "Trustee/Executor," and provide the 
Legal representative’s address. Enter the EIN, if known. Leave 
the date of birth boxes blank. 

If you are naming more than 3 primary beneficiaries, use Page 2 of 
this form. Use photocopies of a blank Page 2 if you are naming more 
than that page allows. Enter your name and TSP account number 
on the top of each page, and follow the instructions for completing 
Section III. You must sign and date all additional pages. The same 
witness who signed Page 1 must also sign and date all pages that 
you submit to the TSP. 

If you want to designate contingent beneficiaries, complete 
Section Von Page 3. 

EXAMPLES. Below are examples of how to designate primary 
beneficiaries. 


EXAMPLES OF DESIGNATING PRIMARY BENEFICIARIES 


DESIGNATING MULTIPLE PRIMARY BENEFICIARIES 


IGl-RjEiEiNjWjoloi0! [AfSiH !l iElYfTolMii EILIUeI "i~ 

K*n«at/UtiTVitor Corpmban "" .. 

frrrrTriTrTmTTrrnTrrn'TT 

1066 CHURCHILL LANE, TUCSON, AZ 85735-3D03 


! !{9i2!6! !3j5; 8!0i7521 
— ^- 

T"! [^2] / [2T2 j / i l] 9| fi]4( 


Relationship to you: Yspomt OtharfntfmcMal JJru* EniiTy/Cotpcrmn Shares l3[3j% 


SpjrisimriMiAiRiYriJixisiri r n m n rrniiwiisi S9i9ri2ji]3isi 

Kvri. of (MivKliiH /ui * CaYjwritiafl' "" " “ - 

rrrnTixrnxi^T tt tijj pti" rpTp siioi/i^n 1 /[Tr?r6ioi 

N**.bi r^Wf.«U6/T4ip^ciWlr" ...- “ “ *.- - 

Address: 21 NORTH LAKEWOOD DRIVE, NEW ORLEANS, LA 70124-1920 j f for.i«naddress? 


DESIGNATING A TRUST 


[ Relationship toyow: Qspous* C]0ih«r If*1iwJj»i SjTrvit QEsiji* QLtgjlEniuy/Corporuicn Share: |_l[q[o]% 


igjgpm minin i iTi : i q 

Address; 11H DELAWARE LANE, NEW YORK. NY 14607-8295 

DESIGNATING AN ESTATE _ 

Relationship toyoui DSpoim QOihat-IndMinl □True! (VfEslJt* □ LegalEntity/Cwporjiien Share; 


Foreijo Jd£r#«? 
Cratkr^r*. 


IglUnAjpi Iql f| IslulTjHllR! \j HIM 

Entity ««■ Cafporcoan 


111 


LJL 


| J.1 iTi~rrn 


Sl^^jErirLn.irimj._ixaj”j 

Address: 15Q ROSSMOYNE DRIVE, ALAMEDA, CA 94510-7481 _ 


Relationship to you: .“-Spouse YfothirtrKJrvtduil “"-Estate . . :Legal Entity/Corcoranon Share: J 3:4 % 

fjlolHlI^SioiNriclHlRVIislflo iPi'HT^^"''iAiN[DrRi^^''T'T“P1 r9i’a]2r”r3|7rT6U!3'i3] 

Mini bftr&Lbtf .. *”* J 

: j s 1 i t f i j i i j si f! r s s ' r r ? | j i'll i rxi/i 

.1 S : J.L.J 

Address: 1506 AR80R ROAD. MIRAMAR. FL 33028-1234 f \ *>*w»**™* 

----*-*--- -- —■— . . > Check tiere. 


DESIGNATING A LEGAL ENTITY/CORPORATION _ 

Relationship (o you: Qspoose ["]Other G^osl CjEstate i vflegal Enuty/CorparatMii Share: |l 


I'eIlTe f a]n| pj Rp J]a j Rjv] i j s| 


Kinvi'ol Trvy tJTEiKufsr U JppieatSuV 




ill m/ m/m"n 

Oai* «< Qinh fan&frrfti 


Address: 64730 CONNECTICUT AVENUE. SUITE 240A, BETHESDA, MO 20815-0637 □ 


SECTION IV—Signatures. Sign and date the form on all pages on 
the same date. Do not ask an individual you name as a beneficiary of 
your TSP account to witness your Form TSP-3. A person named as 
a primary or contingent beneficiary of your TSP account who is also 
your witness cannot receive a share of the account. The witness must 
be age 21 or older. 


PRIVACY ACT NOTICE. We are authorized to request the information you provide on 
this form under 5 U.S.C. chapter 84, Federal Employees Retirement System. We will use 
this information to identify your TSP account and to process your request. In addition, 
this information may be shared with other federal agencies for statistical, auditing, 
or archiving purposes. We may share the information with law enforcement agencies 
investigating a violation of civil or criminal law, or agencies implementing a statute, rule, 
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or order. It may be shared with congressional offices, private sector audit firms, spouses, 
former spouses, and beneficiaries, and their attorneys. We may disclose relevant 
portions of the information to appropriate parties engaged in litigation and for other 
routine uses as specified in the Federal Register. You are not required by law to provide 
this information, but if you do not provide it, we will not be able to process your request. 

Form TSP-3 (5/2017] 
PREVIOUS EDITIONS OBSOLETE 


DOJ-17-0211-B-000154 




















































1™ 

Name: 

TSP Account Number: 

n 

1 


















Hast, First, Middle} 


V. CONTINGENT BENEFICIARY DESIGNATIONS “Each contingent beneficiary must be Linked to a primary beneficiary. You 

cannot link a contingent beneficiary to another contingent beneficiary. Make a copy of this blank page to designate additional contingent beneficiaries. 


Relationship to you: □Spouse □Other Individual □Trust □Estate □ Legal Entity/Corporation Share: |~f 


% 


Name of Individual Last, First, M/dd/e^/Trust/Estate/Legal Entity or Corporation 


SSN/EIN/Tax ID 


n 


Name of Trustee/Executor (if applicable 

Address: _ 


/m/ 


Date of Birth / mm/dd/yyyy) 


□ Foreign address? 
Check here. 


Contingent to which primary beneficiary? 







































INI 

Name (Last, First, Middte}/Tr ust/Estate/Legal Entity or Corporation 















SSN/EIN/Tax ID or Dale of Birth 

Relationship to you 

: 1 1 Spouse 

□ other Individual 

1 [Trust 

PI Estate 

1 1 Legal Entity/Corporation 



Share: | | j % 

















□ 

c 




















□ 

r 



Name of individual (Last, First, M/dcfle//Trust/Estate/Legal Entity or Corporation 

SSN/EIN/Tax ID 





































/ 



/ 





Name of Trustee/Executor (if applicable! 

1 

Date of Birth (mm/dd/yyyy) 


Address: 


□ Foreign address? 
Check here. 









































Name (Last. First, M/ddfeZ/Trust/Estate/Legal Entity or Corporation 


SSN/EIN/Tax ID or Date of Birth 

Relationship to you: □spouse □other Individual □Trust □Estate □ Legal Entity/Corporation Share: | 




% 



































| | 





Name of Individual (Last, First, Middle}/ Trust/Estate/Legal Entity or Corporation 


SSN/EIN/Tax 10 


Name of Trustee/Executor (if applicable) 

Address: _ 


/LU/ 


Date of Birth (mm/dd/yyyy! 

Foreic 

Check here. 


| j Foreign address? 


Contingent to which primary beneficiary? 









| 



































Name (Last. First, Middle}/ Trust/Estate/Legal Entity or Corporation 















SSN/EIN/Tax ID or Oate of Birth 


Relationship to you 

: 1 iSpouse 

□ Other Individual 

□ Trust 

1 [Estate 

1 1 Legal Entity/Corporation 



Share: 




% 











































Name of Individual (Last, First, Middle}/ Trust/Estate/Legal Entity or ( 

'orporation 

SSN/EIN/Tax ID 




































j 

7 



/ 





Name of Trustee/Executor {if applicable! 

Address: 


Date of Birth (mm/dd/yyyy) 

1 | Foreign address? 

- 1—1 Check here. 


Contingent to which primary beneficiary? 


Name (Last, First, Middle}/ Trust/Estate/Legal Entity or Corporation 














SSN 

/E!N/Tax ID or Oate of Birth 


imi 


Participant Signature 


Date Signed {mm/dd/yyyy} 


Witness Signature 


/m/ 


Date Signed ( mm/dd/yyyy} 


□ Check here if naming more 
contingent beneficiaries. (See 
instructions for submitting 
additional pages.! 


Do Not Write In This Section 


L 
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FORM TSP-3, Page 3 (5/2017) . 

PREVIOUS EDITIONS OBSOLETE I 
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FORM TSP-3, INFORMATION AND INSTRUCTIONS FOR PAGE 3 


SECTION V—Contingent Beneficiary Designations. Do not complete 
this page if you are not naming contingent beneficiaries. You may 
designate one or more contingent beneficiaries for each primary 
beneficiary you name. The contingent beneficiary(ies) you name 
will receive the portion of the TSP account that you designated for a 
specific primary beneficiary who dies before you do. 

Example: Joe Brown is one of your two primary beneficiaries, and his 
share is 30% of your account. If you designate Mary Brown and Sue 
Brown (Joe's daughters) as his contingent beneficiaries, and each is 
to get 50%, each would get 50% of Joe s portion. Since Joe s share is 
30% of your account each will get 15% of your account. (You cannot 
designate contingent beneficiaries for contingent beneficiaries, fn this 
case, you cannot designate contingent beneficiaries for Mary or Sue 
Brown.) For another example of this situation, see Example 2 below. 

Check the box that indicates the contingent beneficiary's relationship 
to you. If you are only naming one contingent beneficiary for a 
primary beneficiary, the share for that contingent beneficiary must 
be 100%. If you name more than one contingent beneficiary for a 
primary beneficiary, the combined share values for those contingent 
beneficiaries must equal 100%. 

Provide the identifying information for contingent beneficiaries 
according to the instructions for designating primary beneficiaries 


in Section Hi. For each contingent beneficiary you designate, enter 
the full name, share, address, and Social Security number (SSN) or 
other tax ID (such as Employer identification Number [EINlI. if you dc 
not have alt the requested information, you must provide at least the 
contingent beneficiary's name and share. You must also provide the 
primary beneficiary's name and tax ID information (e.g., SSN or EIN, 
if available) or date of birth. 

If you want to name the same contingent beneficiary for multiple 
primary beneficiaries* list your contingent beneficiary multiple times 
in order to link it to each primary beneficiary. 

If you are naming more contingent beneficiaries than will fit on 
one page, photocopy a blank Page 3 of this form. Enter your name 
and TSP account number on the top of each page and follow the 
instructions for completing Section V. You must sign and date all 
additional pages. The same witness who signed Page 1 must also 
sign and date all pages that you submit to the TSP. 

Note: If a named beneficiary dies, you may prefer to submit another 
Form TSP-3 to change your designation(s). 

EXAMPLES. Below are examples of how to designate contingent 
beneficiaries. 


EXAMPLES OF DESIGNATING CONTINGENT BENEFICIARIES 


EXAMPLE 1 


Relationship to you: ivfijthic Indmduii i" Trust Eitit* sj 

i g| r i e rE*(N|vvi of 0 ^ 0 !" ItIaTy i lT o ir f ~ I g|"rIaIc1eT * I F i.r 

J : i _ ^ . i i = I ! i I : j • • e j i 1 '■ i 1 S 

Nvcm ol rnal.chiiKMorMSWOiW.......-.- — ■ 

Address: 1066 CHURCHILL LANE. TUCSON. AZ 85735-3003 

ConllngonMo which primary bonofkteiY? 

[G[RlEiE]NNojb|bi' |a[s]h|l je fy |‘‘]b{ a[nTiTe! Li Q if T 


;L*gul Eniity/Corporjtton Share: ‘IjOiofat 

TrTWrioTzTWflTi 

—— - 

r [2j0jo[3] 


:a.r pm 

D.i. ii Bxihl 


-. 


Jn the above example, if the primary beneficiary, Ashley Danielle Greenwood, dies 
before you do, Taylor Grace Greenwood would receive 100% of her share when you die. 
Thus, if Ashley's share is 33% of your account, Taylor would receive that 33% share. 


EXAMPLE 3 


Rola lions hip to you: [Spous* J,; Other tndmduti [ j Trust ( Vfcslat» Cl*! 1 ' Enrlty/Corperaiwo 

is]srf[Aff |E| IofFrialeiTfslYTlA!“‘ILjufc'I'A:srTTTTT 

Nam* oTKjwSSTjW. fxM Ifft? of * k ”‘ * 

Tii’ mIo T ;h iYF | R^Ej E ^L|s[ l " i 77Y'i"T j 

Address; 92 OAK STREET, BOISE. ID 83709-2143 


Share: 

nr 


projoj* 


! lllll !l 
--* 


I 


c »i i r v“. 


Continent to which p rlmarybeno flcla ry? 

jwjTiUL IT jAlM] sT|S iTloffit E| Y|" [s]t]eI vlElNf T 

NiSi it Wit W Oj I ft>l *y 'tr 'cVrSo n i .so ’ ' ™ 


Foreign ♦ddress' 1 
• Chech h«r«. 


7] |V|0^i3j 12 [4 [ ]7l(S is |2: 

■' ’ flNrtWOTwitfii'SI'Beil.*- 


In the above example, if the primary beneficiary, Sidney Steven Williams, dies before you 
do, the estate of Betsy A. Lucas would receive 100% of his share when you die. Thus, if 
Sidneys share is 60% of your account, Betsy's estate would receive that 60% share. 


EXAMPLE 2 


Relationship to you: fjSpoo** lyfotherindniduai 


L;Trust 77 Glial* | Ue^JlHmity/Corporaiioo Share: 


ricin 


5i0;% 


[HlAjLlTl jRi 1 fCfHjAlRlbi jAlUAlNrUT 

ASmve/Tr&ridujTAiit iitu. ri''cy Of Ct/j^rUKrT" 


h-vr>» st itcut.r IJ 

H92 MARIGOLD AVENUE, ROCK LAWN. CA 94510-9876 

Contingent to which prlrTury bonoflclary? 

\m$m i ImIairTy]" 1 J a[n|em TT 


Tn^T2[6r!3l5l i8[0i7l2i 

: | : r _ f 5 ] / f 2 r 6 ] / f ll 9 T 5 T 51 
osuiiwalttr- 


! 1 


9j1!5[ i9[91 ]2jT;3j5] 

Si-v/fciftftkVltftrOtte *fl8<nh.' ' 


Relationship toyoU: ; Spous« -VjOifve'lndr»<fijjl jj Try*: j..; Emit legal Eotlty/Cwpariti an Share: 

|hC 8 OrilCfi 15 STisfiSiiWa'fTITT I ] TTniWaTfeUi i 7 i 8 ivl 2 j 

t'viirX’in ‘^2 ....*. - - -- 

ljj ' m i i m r i t rr rrrri rn rrm iriy/fuj/iiTJisiii 

Address: 2007 IRIS COURT, ROCKLAWN, CA 9451Q-9877 _ 


foreign address 1 
- Check her*. 


ContJngonlto. whldjjjrimarjrbon«fklaiy 7 _ 

fpjol i|ig ir|i |B jrf'j j tiifiMjBf TT~[Tr T~f !T]Trif»IWTOCnP! 51 *) 


In the above example, if the primary beneficiary, Mary Jane Pointer, dies before you 
do, Richard Alan Halt and Lisa Elaine Halt would each receive 50% of her share. In 
other words, if Mary Jane Pointer's share is 33% of your account balance, they would 
each get 50% of what Mary Jane would have received—not 50% of your account. 


EXAMPLE 4 


Relationship to you: Sdo-JM i/Oihir Individual (■; Trust “il[*7, legit £nlityfCorpor?9or> Share: ii !ofoi% 

liAMfloj'siTilelNir^iTWRf WajI'iTaIT fTTTTTiHr^vTiT'Tolalliizlfi'? 

--- - ismbrim ——- - 

: i \l 1 ; I f H" .i. v .“j i'T!T|/[’3loj/(Tl9[al3! 

M4m**lTniu,^6 W0 i,r|dopt«Ki6itt ' . 

Aadress: <5543 ARKANSAS DRIVE, CHICAGO, IL 6060V1743 ..?or«igfiJti(ir«is» 

. Cheek here, 

Contingent to which primary btncfidaryT 

PTeiR T niig E r iwfHii jgliTrisr iflRluglfrTTTTTTTTTir'TmTTTTTTTTn 

£>btr«rCe7WraU»n ..... 


In the above example, if the primary beneficiary, the Jerome Wheelis Trust, is 
terminated before your death, Jennifer Maria Santos would receive the entire 
share that you designated for the Jerome Wheelis Trust. 
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Form TSP-3 (5/20171 
PREVIOUS EDITIONS OBSOLETE 

DOJ-17-0211-B-000156 












































MANAGEMENT INFORMATION 
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MERIT SYSTEMS PRINCIPLES 
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MERIT SYSTEM PRINCIPLES 
FACT SHEET 



What are the Merit System Principles? 

The Merit System Principles are nine basic standards governing the management of the 
executive branch workforce. The principles are part of the Civil Service Reform Act of 
1978, and can be found at 5 U.S.C. § 2301(b) 


1. Recruitment should be from qualified individuals from appropriate sources in an 
endeavor to achieve a work force from all segments of society, and selection and 
advancement should be determined solely on the basis of relative ability, knowledge and 
skills, after fair and open competition which assures that all receive equal opportunity. 

2. All employees and applicants for employment should receive fair and equitable 
treatment in all aspects of personnel management without regard to political affiliation, 
race, color, religion, national origin, sex, marital status, age, or handicapping condition, 
and with proper regard for their privacy and constitutional rights. 

3. Equal pay should be provided for work of equal value, with appropriate consideration 
of both national and local rates paid by employers in the private sector, and 
appropriate incentives and recognition should be provided for excellence in 
performance. 

4. All employees should maintain high standards of integrity, conduct, and concern for the 
public interest. 

5. The Federal work force should be used efficiently and effectively. 

6. Employees should be retained on the basis of adequacy of their performance, inadequate 
performance should be corrected, and employees should be separated who cannot or will 
not improve their performance to meet required standards. 

7. Employees should be provided effective education and training in cases in which such 
education and training would result in better organizational and individual 
performance. 

8. Employees should be- 

A. protected against arbitrary action, personal favoritism, or coercion for partisan 
political purposes, and 

B. prohibited from using their official authority or influence for the purpose of interfering 
with or affecting the result of an election or a nomination for election. 

9. Employees should be protected against reprisal for the lawful disclosure of 
information which the employees reasonably believe evidences- 

A. a violation of any law, rule, or regulation, or 

B. mismanagement, a gross waste of funds, an absence of authority, or a substantial 
and specific danger to public health or safety. 
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PROHIBITED PERSONNEL 
PRACTICES 
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PROHIBITED PERSONNEL PRACTICES (5 USC § 2302(B)) 


What is the significance of the PPPs and where do they come from? 

Since the 1883 Pendleton Act, Congress has attempted to assure good government by enacting 
laws that require or prohibit certain actions by Government agencies and employees. These 
reforms began with laws that limited political influence in employment and grew over the 
years to establish rules for what must or must not be done in many areas of Government 
employment. It was not until the Civil Service Reform Act of 1978 (CSRA), Pub. L. No. 95 454, 
92 Stat. 1111, however, that a comprehensive list of 11 PPPs, now expanded to 13, was 
enacted into law. 5 U.S.C. § 2302(b)(1)-(12). Unlike the merit system principles, Congress 
made the prohibition of these personnel practices enforceable, so that employees would 
know of them and could be disciplined for committing a PPP. H. Rep. No. 95-1403, 95th Cong, 
2d Sess. at 4 (1978). When President Carter transmitted to Congress his recommendations for 
civil service reform, he spoke of the problems he wanted to remedy in doing so and what he 
hoped to achieve as a result, including the desire "[t]o strengthen the protection of legitimate 
employee rights;" to "guarantee independent and impartial protection to employees" by 
establishing the MSPB; and to help safeguard the rights of Federal employees who 'blow the 
whistle on violations of laws or regulations by other employees, including their supervisors." 
President's Message of March 2, 1978, reprinted in H. Rep. No. 95-1403 at 98-100. The PPPs 
and the mechanisms established to enforce them are intended to achieve those ends. 

Any employee who has authority to take, direct others to take, recommend, or 
approve any personnel action, shall not, with respect to such authority - 

1. discriminate for or against any employee or applicant for employment — 

A. on the basis of race, color, religion, sex, or national origin, as prohibited 
under section 717 of the Civil Rights Act of 1964 (42 U.S.C. 2000e-16); 

B. on the basis of age, as prohibited under sections 12 and 15 of the Age 
Discrimination in Employment Act of 1967 (29 U.S.C. 631, 633a); 

C. on the basis of sex, as prohibited under section 6(d) of the Fair Labor 
Standards Act of 1938 (29 U.S.C. 206 (d)); 

D. on the basis of handicapping condition, as prohibited under section 501 
of the Rehabilitation Act of 1973 (29 U.S.C. 791); or 

E. on the basis of marital status or political affiliation, as prohibited under 
any law, rule, or regulation; 

2. solicit or consider any recommendation or statement, oral or written, with 
respect to any individual who requests or is under consideration for any 
personnel action unless such recommendation or statement is based on the 
personal knowledge or records of the person furnishing it and consists of - 
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A. an evaluation of the work performance, ability, aptitude, or general 
qualifications of such individual; or 

B. an evaluation of the character, loyalty, or suitability of such individual; 

3. coerce the political activity of any person (including the providing of any 
political contribution or service), or take any action against any employee or 

applicant for employment as a reprisal for the refusal of any person to engage 
in such political activity; s s 

4 . deceive or willfully obstruct any person with respect to such person's right to 

compete for employment; 5 

5. influence any person to withdraw from competition for any position for the 
purpose of improving or injuring the prospects of any other person for 
employment; 


- grant any preference or advantage not authorized by law, rule, or regulation to 
any employee or applicant for employment (including defining the scope or 
manner of competition or the requirements for any position) for the purpose of 
improving or injuring the prospects of any particular person for employment; 

7. appoint, employ, promote, advance, or advocate for appointment 

employment promotion, or advancement, in or to a civilian position any 
individual who is a relative (as defined in section 3110 (a)(3)of this title) of 
such employee if such position is in the agency in which such employee is 
serving as a public official (as defined in section 3110 (a)(2)of this title) or over 
which such employee exercises jurisdiction or control as such an official; 

8 ' l ail t0 take ’, 0r threaten t0 take or fail t0 take . a personnel action with 

respect to any employee or applicant for employment because of - 

A. any disclosure of information by an employee or applicant which the 
employee or applicant reasonably believes evidences - 


i. a violation of any law, rule, or regulation, or 

11 • §ross mismanagement, a gross waste of funds, an abuse of 

authority, or a substantial and specific danger to public health or 
safety, if such disclosure is not specifically prohibited by law and 
if such information is not specifically required by Executive order 
to be kept secret in the interest of national defense or the 
conduct of foreign affairs; or 


any disclosure to the Special Counsel, or to the Inspector General of an 
agency or another employee designated by the head of the agency to 
receive such disclosures, of information which the employee or applicant 
reasonably believes evidences — 
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a violation of any law, rule, or regulation, or 


1. 

ii. gross mismanagement, a gross waste of funds, an abuse of 

authority, or a substantial and specific danger to public health or 
safety; 

9. take or fail to take, or threaten to take or fail to take, any personnel action 
against any employee or applicant for employment because of — 

A. the exercise of any appeal, complaint, or grievance right granted by any 
law, rule, or regulation - 

O’) with regard to remedying a violation of paragraph (8); or 

(ii) other than with regard to remedying a violation of paragraph (8); 

B. testifying for or otherwise lawfully assisting any individual in the 
exercise of any right referred to in subparagraph (A); 

C. cooperating with or disclosing information to the Inspector General of an 
agency, or the Special Counsel, in accordance with applicable provisions 
of law; or 

D. for refusing to obey an order that would require the individual to violate 
a law; 

10. discriminate for or against any employee or applicant for employment on the 
) bas,s °f conduct which does not adversely affect the performance of the 

employee or applicant or the performance of others; except that nothing in 
this paragraph shall prohibit an agency from taking into account in determining 
suitability or fitness any conviction of the employee or applicant for any crime 
under the laws of any State, of the District of Columbia, or of the United 
States; 


11 . 

A. knowingly take, recommend, or approve any personnel action if the 
taking of such action would violate a veterans preference requirement' 
or 

B. knowingly fail to take, recommend, or approve any personnel action if 
the failure to take such action would violate a veterans’ preference 
requirement; or 

12. take or fail to take any other personnel action if the taking of or failure to take 
such action violates any law, rule, or regulation implementing, or directly 

concerning, the merit system principles contained in section 2301of this title' 
or ’ 

13. implement or enforce any nondisclosure policy, form, or agreement, if such 
policy, form, or agreement does not contain the following statement: "These 
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provisions are consistent with and do not supersede, conflict with, or otherwise 
alter the employee obligations, rights, or liabilities created by existing statute 
or Executive order relating to (1) classified information, (2) communications to 
Congress, (3) the reporting to an Inspector General of a violation of any law, 
rule, or regulation, or mismanagement, a gross waste of funds, an abuse of ’ 
authority, or a substantial and specific danger to public health or safety, or (4) 
any other whistleblower protection. The definitions, requirements, obligations, 
rights, sanctions, and liabilities created by controlling Executive orders and 
statutory provisions are incorporated into this agreement and are controlling." 


NEW PROHIBITED PERSONNEL PRACTICE 


Number 13: 

This recent addition to 5 U.S.C. § 2302(b) makes it a prohibited personnel practice for 
any employee who has authority to take, direct others to take, recommend or 
approve any personnel action, to: 

(13) implement or enforce any nondisclosure policy, form, or agreement, if such 
policy, form, or agreement does not contain the following statement: "These 
provisions are consistent with and do not supersede, conflict with, or otherwise alter 
the employee obligations, rights, or liabilities created by existing statute or 
Executive order relating to (1) classified information, (2) communications to 
Congress, (3) the reporting to an Inspector General of a violation of any law, rule, or 
regulation, or mismanagement, a gross waste of funds, an abuse of authority, or a 
substantial and specific danger to public health or safety, or (4) any other 
whistleblower protection. The definitions, requirements, obligations, rights, 
sanctions, and liabilities created by controlling Executive orders and statutory 
provisions are incorporated into this agreement and are controlling. ” 


When did the 13th PPP become effective? 

Section 202 of the WPEA provides that its terms “shall take effect 30 days after the 
date of enactment of this Act.” Because the bill was signed into law on November 27, 
2012, it is clear that the 13th PPP has been effective since December 27, 

2012. However, there is a question about whether the WPEA should be applied 
retroactively, meaning whether it should apply to appeals pending before the Board 
and the (J.S. Court of Appeals for the Federal Circuit on December 27, 2012, no 
matter when the personnel action on which the claim is based occurred, or only to 
personnel actions and prohibited conduct that occurred on or after that date. In a 
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notice published in the Federal Register, An accessible version of this document may 
exist, click here to access that version 78 F.R. 943178 F.R. 9431 (February 8, 2013), 
the Board gave the public an opportunity to provide briefing on the issue, called 

amicus curiae (“friends of the court”) briefs. The Board is now considering the 
matter. 
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DEPARTMENT OF JUSTICE 


o 


OFFICE OF RECORDS MANAGEMENT POLICY 


DIRECTIVES MANAGEMENT PROGRAM 


FAOs 

What is a directive? 

A Department of Justice directive is a formal administrative order, policy statement, or 
instruction that establishes, communicates, and institutionalizes policies, requirements, 
responsibilities, and procedures. It must be signed and dated by the Attorney General, 
the Deputy Attorney General, the Assistant Attorney General for Administration 
(AAG/A), a Deputy AAG/A, or a staff director. 

What is the Directives Management Program? 

The Directives Management Program provides a formalized, automated method to 
develop, vet, publish, and cancel administrative policies. All Department offices, boards, 
divisions, and bureaus use this Program for administrative directives that affect multiple 
components. The program provides a centralized repository of active and inactive 
} directives. 

j Does the Directives Management Program cover mission directives? 

No. The Program covers only administrative directives. It does not manage Attorney 
General Orders and guidelines, leadership memoranda, or other mission guidance. 

Who do we contact if we need to develop a new directive or if we need to cancel a directive? 

Contact the Department Directives Manager at: Jeanette.Plante@usdoi.gov 

What is the role of the Attorney General or Deputy Attorney General in the directive 
process? 

If an administrative policy applies to all components and addresses a priority of the 
Attorney General or the Deputy Attorney General, one of them will sign the directive. 

For example, the Attorney General signed the Prevention of Harassment in the 
Workplace policy memo. For most directives, however, the AAG/A, one of his deputies, 
or a staff director signs. 

The offices of the Attorney General and the Deputy Attorney General have designated 
points of contact for the Directives Management Program, and these contacts are notified 
) when a draft directive is ready for vetting. These staff members review the draft 
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directives and provide edits or comments on behalf of the Attorney General and the 
Deputy. 

Where can I find a current or cancelled directive? 

• Active directives are posted to the DOJ directives electronic repository at: 
https://portal.doi.gov/sites/dm/dm/Pages/Home.aspx 

• Cancelled directives that were issued prior to 2012 can be found at: 
doinet.doi.gov/directives 

• Cancelled directives that were issued after 2012 can be found at: 
https://portal.doi.gov/sites/ dm/dm/SitePages/Cancelled%20Directivesaspx 


Authority 

The Directives Management Program is derived from 28 C.F.R. Ch. 1 (i), which directs 
the AAG/A to “Develop and direct a Department-wide directives management program 
and administer the directives management system.” 


References 

0401 - Directives Management Order 
('https://portal.doi.gov/sites/dm/dm/Directives/0401 .pdf 1 

0401.00.01 - Directives Management Procedure Guide 
( https://portal.doi.gov/sites/dm/dm/Directives/040 1 . 00.01 .pdf 1 
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DEPARTMENT OF JUSTICE 
OFFICE OF RECORDS MANAGEMENT POLICY 
DIRECTIVES MANAGEMENT PROGRAM 
What is a Federal Record? 

A Federal Record is “...all recorded information, regardless of form or characteristics, made or 
received by a Federal agency under Federal law or in connection with the transaction of public 
business and preserved or appropriate for preservation by that agency or its legitimate successor 
as evidence of the organization, functions polices, decisions, procedures, operations, or other 
activities of the United States Government or because of the informational value of the data in 
them " (44 U.S.C. 3301) Electronic information such as emails, electronic documents, databases, 
social media communications, and other electronic information is included within this definition.* 

What is Records Management? 

It is the planning, controlling, directing, organizing, training, promoting, and other managerial 
activities involved m records creation, maintenance and use, and disposition in order to achieve 
adequate and proper documentation of the policies and transactions of the Federal Government 
and effective and economical management of agency operations (44 U.S.C. 2901). 

What is the Department’s Records and Information Management (RIM) Program? 

) The 0ffice of Rec ords Management Policy serves as the Program Office for the Department’s 

RIM Program and provides high-level overarching policies, and procedures for the Department 
. as a whole to meet the requirements of the Federal Records Act for all Components of the 

Department. Component RIM programs that implement the Departmental guidance through 
Component-specific policies, practices, and procedures that also meet Component mission goals. 

Who has responsibility for the RIM Program? 

The Director of ORMP has delegated responsibility for the development and management of the 
Department’s RIM Program, and serves as the Department’s Records Officer. 

What are Component RIM Program responsibilities? 

Each Component must develop and implement a records management program for the 
Component that is consistent with statutory and regulatory requirements, and is in accordance 
with DOJ Order 0801 and Departmental records policies and procedures. Component RIM 

Programs are headed by a Records Manager, or Bureau Records Officer as described in DOJ 
. Order 080. 

What are Records Managers’ responsibilities? 

Records Managers and component Records Officers must establish and maintain an active, 
continuing program for the economical and efficient management of the records of the 
. component. (44 U.S.C. 3102). The component -level program should provide for the adequate 
and proper documentation of the organization, functions, policies, decisions, procedures, and 
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essential transactions of the component. These records must furnish the information necessary to 
protect the legal and financial rights of the Government and of persons directly affected by the 
agency's activities. (44 U.S.C. 3101 

What are the responsibilities of the Office of the Chief Information Officer (OCIO)? 

OCIO provides leadership to the Department and its Components on issues related to electronic 
records management and system development, consistent with statutory, regulatory, and policy 
requirements. 

Who does RIM affect? 

The RIM Program policies apply to all staff and contractors. 

What are significant Issues, mandates, and constraints? 

• OMB/NARA M-12-18 Managing Government Records Directive, sets deadlines for 
moving to electronic recordkeeping as follows: 

o Maintain permanent electronic records electronically by 2019 
o Manage all email electronically by 2016 

• Significant constraints include insufficient staffing and lack of sufficient funding 

Authorities: 

44 U.S.C. §3101,3102,3301 et seq. 

44 U.S.C. §2901 

36C.F.R. §1220.30, 1223, 1226 et seq. 

DQJ Order 0801 Records and Information Management . 

https://portal.doj.gOv/sites/dm/dm/Directives/0801 .pdf 

OMB Circular A-130 


Resources: 

ORMP FAQs https://doinct.doi.gov/imd/ormp/fatis.php 
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^ DEPARTMENT OF JUSTICE 

OFFICE OF RECORDS MANAGEMENT POLICY 
PRESERVATION MANAGEMENT PROGRAM 

What is Preservation Management? 

The management activities associated with the need to identify and preserve information in 
response to active or reasonably anticipated civil litigation, and other Departmental requirements 
to preserve information, such as FOIA requests, congressional requests or Office of Inspector 
General requests. 

What is the Preservation Management Program? 

The Justice Management Division (JMD) Preservation Management Program (the Preservation 
Program) supports the Department’s need to identify, access, and preserve information 
(collectively referred to as “Preservation obligations”) captured and created by the Senior 
Leadership Offices (SLOs), JMD and certain other offices for which JMD maintains information 
(see list below). These requirements arise from FOIA requests, active or reasonably anticipated 
litigation, investigations, congressional requests, and other departmental requirements to 
preserve information. 

^ The Preservation Program is responsible for the development and implementation of 

preservation administrative and operational policy, as well as the information technology and 
) business processes that result in a disciplined approach to the management of requests for 

Department of Justice information. 

Whom does the Preservation Program support? 

The Preservation Program supports all departmental personnel that have a business requirement 
for information from SLO, JMD, and the offices listed below. This frequently includes requests 
from the Office of the Inspector General, the Office of Information and Privacy (FOIA), the 
Senior Leadership Offices, and attorneys in the litigating divisions. 

How does Preservation Program affect staff and contractors? 

The Preservation Program will assist staff in preserving information where there is a business 
requirement and, in particular, will assist attorneys in the litigating divisions in placing legal 
holds on information. 

Staff or contractors whose information is subject to a legal hold must adhere to the the legal hold 
guidance. While there is always a duty to maintain and retain Department records for their 
scheduled periods of retention, an additional duty to preserve may arise, particularly, as a result 
of litigation, in response to reasonably anticipated litigation, or in response to court ordered 
preservation. 
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Staff and contractors with a business requirement for preserved information should contact the 
Preservation Program for assistance (see contact information below) and should follow the 
procedures from DOJ Order 0802, Management of Preservation Responsibilities (the 
Preservation Order), which include providing notice to other components with potentially 
relevant information. 

What are significant Preservation Management issues, mandates and constraints? 

The ever increasing amount of electronically stored information requires continued and increased 
investment in equipment, personnel, and training to meet the Preservation Program requirement. 
These requirements include: 

• Development of policies and processes to meet requirements as technologies 
continuously evolve. 

• Maintenance of sufficient data storage for current known requirements 

• Expandable data storage to meet anticipated growth in day-to-day storage requirements 
and to meet atypical high volume Preservation Obligations 

• Regular and reliable backup of information 

• Software tools and appliances for timely identification, preservation, and production of 
requested information 


Authorities: 

DOJ Order 0802, Management of Preservation Responsibilities. 

44 U.S.C. §§ 3101-3107 (The Federal Records Act) 

28 C.F.R. §§ 0.75-0.79 
36C.F.R. §§1220.1-1220.34 


Resources: 

DOJ Order 0802, Management of Preservation Responsibilities 

https ://portal .doj. gov/s i tes/dm/dm/Directi ves/0802. pdf 
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Information maintained by JMD: 


Unclassified Electronic Information Maintained bv PMT 

AH Justice Management Division Offices 

Office of Legal Counsel 

Access to Justice 

Office of Legal Policy 

Executive Office for Organized Crime Drug 

Enforcement Task Forces 

Office of Legislative Affairs 

Foreign Claims Settlement Commission 

Office of the Associate Attorney General (SLO) 

National Security Division 

Office of the Attorney General (SLO) 

Office for Dispute Resolution 

Office of the Deputy Attorney General (SLO) 

Office of Community Oriented Policing 

Services 

Office of the Pardon Attorney 

Office of intergovernmental and Public 

Liaison 

Office of the Solicitor General 

Office of Privacy and Civil Liberties 

Office of Tribal Justice 

Office of Public Affairs 

Office on Violence Against Women 

Office of Information Policy 

Professional Responsibility Advisory Office 


'i 

) 


For more information or to preserve information contact Dawn Devitt and Rob Zanger: 


NAME 

TITLE 

ROOM# 

Office 
Phone/IC # 

Office 

Ceil 

Phone 

Office Email 

Dawn Devitt 

Team 

Lead 

8W.206 

2CON 

202-305- 

3993 

202-598- 

9867 

dawn.devituSlusdoi.eov 


Robert 

Zanger 

Assistant 

Director, 

ORMP 

8 W. 1403 
2CON 

202-598- 

2072 

202-305- 

5071 

robert. m.zaneer(2).usdo j .g 

ov 


I 
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U.S. Department of Justice 
Justice Management Division 
Departmental Ethics Office 


Washington, D.C. 20530 


MEMORANDUM 


TO: 


Department of Justice Political Appointees 


FROM: Cynthia K. Shaw, Director 

Departmental Ethics Office 


SUBJECT: Welcome to the Department of Justice 


On behalf of the Departmental Ethics Office, welcome to the Department of Justice. The 
Departmental Ethics Office administers the Department-wide ethics program and implements the 
Department-wide policies on ethics issues, as well as provides advice and training to employees. 
In addition, each component has a Deputy Designated Agency Ethics Official who administers 
the ethics program for employees within that component. 

As a Federal employee, you have a responsibility to the United States Government and its 
citizens to place loyalty to the Constitution, laws, and ethical principles above private gain. 
Attached is a summary of the ethics rules for new employees in the Department. Additional 
information on the Standards of Ethical Conduct for Employees of the Executive Branch and the 
Department of Justice Supplemental Standards of Conduct is available on the Departmental 
Ethics Office website, https://www.justice.gov/jmd/departmental-ethics-office . 

Each new appointee of the Department will receive initial ethics training shortly after entering on 
duty. If you have questions before then, please contact our office or the ethics official in your 
component for advice. A list of ethics officials for each component is attached. You may reach 
the Departmental Ethics Office on (202) 514-8196. 


Attachments 
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Department of Justice 
Deputy Designated Agency Ethics Officials 


Office of the Attorney General, Office 
of the Deputy Attorney General, 
Office of the Associate Attorney 
General, and Office of the Solicitor 
General 

Justice Management Division, Office 
of Public Affairs, Office of Tribal 
Justice, and Office for Access to 
Justice 

Cynthia Shaw, Director 
Departmental Ethics Office 
202-514-8196 

Antitrust Division 

Nina Hale, Ethics Officer 
202-307-0892 

Bureau of Alcohol, Tobacco, Firearms 

and Explosives 

Joel Roessner, Deputy Chief Counsel 
202-648-7058 

Bureau of Prisons 

Jerome (Sam) Tarver, Associate General 

Counsel 

202-598-8185 

Civil Division 

Michael Granston, Chief Counsel, Fraud 

Section 

202-307-0231 

Civil Rights Division 

John Buchko, Deputy Section Chief 
202-305-1528 

Community Relations Service 

Antoinette Barksdale, General Counsel 
202-305-2964 

COPS Program 

Jenny Wu, Attorney Advisor 
202-514-9424 

Criminal Division 

Robin Gold, Attorney Advisor 
202-616-0743 


Drug Enforcement Administration 

Wendy Goggin, Chief Counsel 
202-307-7322 

Environmental and Natural Resources 


Executive Office for Immigration Review 

Brigette Frantz, Associate General Counsel 
703-305-0470 

Executive Office for United States 

Attorneys 

Jay Macklin, Genera! Counsel 
202-252-1600 

Executive Office for United States Trustees 

Ramona Elliott, General Counsel 
202-353-4206 

Federal Bureau of Investigations 

Patrick W. Kelley, Deputy General Counsel 
202-324-6110 

Foreign Claims Settlement Commission 


Vanessa Brinkmann, Attorney Advisor 
202-616-5462 

Office of the Inspector General 


Office of Justice Programs 

Charles Moses, Dep. General Counsel 
202-305-2536 

Office of Legal Counsel 

Daniel L. Koffsky, DAAG 
202-514-2030 

Office of Legal Policy 

Kevin R. Jones, Dep. Asst. Attorney 
Gen. 

202-514^604 

Office of Legislative Affairs 

Faith Burton, Special Counsel to tile 
AAG 

202-514-1653 

Office of the Pardon Attorney 

Larry Kupers, Deputy Pardon Attorney 
202-616-6075 

Office of Professional Responsibility 

Mark Fraase, Assistant Counsel 
202-514-3365 

Office on Violence Against Women 

Jennifer Kaplan, Attorney Advisor 
202-514-0052 

Professional Responsibility Advisory 

Office 

Robert Berger, Attorney Advisor 
202-514-0458 

Tax Division 

Eileen Shatz, Sr. Legislative Counsel 
202-307-6419 

United States Marshals Service 

Gerald Auerbach, General Counsel 
202-307-9054 

United States Parole Commission 

Sharon Gervasoni, Attorney Advisor 
202-346-7000 


William Blier, General Counsel 
202-616-0646 


Division 

Karen Wardzinski, Chief, 
Law and Policy Section 
202-514-0474 


Brian Simkin, Chief Counsel 
202-616-6978 

INTERPOL 

Kevin Smith, General Counsel 
202-616-4103 

National Security Division 

Arianne Tice, Attorney Advisor 
202-514-0898 

Office of Information and Privacy 
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U.S. Department of Justice 

Justice Management Division 
Departmental Ethics Office 


Washington, D.C. 20530 


January 2017 


SUMMARY OF GOVERNMENT ETHICS RULES 
FOR NEW DEPARTMENT OFFICIALS 


Laws and Regulations 

Most of the ethics restrictions are found in sections 202 to 209 of Title 18 of the U.S. Code and 
in Executive Order 12674 as modified by EO 12731. The Executive Order is implemented by 
regulations at 5 CFR 2635. The Justice Department has supplemented these Executive branch¬ 
wide regulations with specific rules that apply to Department employees at 5 CFR 3801. This 
document is only a summary. You should refer to the actual laws and regulations cited below 
when you have a question. The laws and rules implement the foundational principle that public 
service is a public trust, and federal employees have a responsibility to the United States 
Government and its citizens to place loyalty to the Constitution, laws, and ethical principles 
above private gain. 

} 

Seeking Advice 

The Designated Agency Ethics Official (DAEO) for the Department is the Assistant Attorney 
General for Administration, and the Alternate DAEO is the Deputy Assistant Attorney General, 
Management, Policy and Planning, Justice Management Division. The ethics program is 
managed centrally by the Departmental Ethics Office, which coordinates the Department 
program through a network of Deputy DAEOs in all components. You may call the ethics office 
at (202) 514-8196 for general advice or to obtain the name and telephone number of your Deputy 
DAEO, who will be your main source of information and advice on the rules discussed below. 
You will receive approval and waivers referred to in this document from your determining 
official 1 in concurrence with your Deputy DAEO. 

Employees will not be subject to disciplinary action for violating the standards of conduct for 
actions taken in reliance on the advice of an ethics official as long as you provide the ethics 
official with all the relevant facts concerning your proposed action. 


1 For most employees, the determining official is the head of their component (e.g., Division, Bureau, Office). 

The Deputy Attorney General is the determining official for component heads reporting to him/her, for the Attorney 
General, Associate Attorney General and for employees in the Office of the Attorney General. The Associate 
Attorney General is the determining official for component heads reporting to him/her and for the Deputy Attorney 
General. The determining officials for U.S. Attorneys and for U.S. Trustees and their employees are the Directors of 
their respective Executive Offices. 
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In addition, attorneys must consider and abide by the requirements of the relevant Rules of 
Professional Responsibility that apply to them. 

Conflicts of Interest 


The governing statute on financial conflicts of interest is 18 U.S.C. § 208. It prohibits 
participating in matters that affect your financial interests as well as those of your spouse, minor 
child, or a general partner; an organization which you serve as an officer, director, trustee, 
partner or employee; or an organization you are negotiating with for future employment. 

Certain financial interests are exempt from § 208. They include holdings in a diversified mutual 
fund, interests in certain employee benefit plans, and interests in publicly-traded securities that 
do not exceed $ 15,000 when participating in a matter having parties and $25,000 ($50,000 for all 
affected interests) when participating in a matter of general applicability. A determining official 
may also grant an individual waiver when an interest is not large. One remedy used to resolve a 
conflict is disqualification (recusal) from participation in the matter. You also may be required 
to sell an asset, but if you are, you may qualify for a tax deferral on gains from an asset sold to 
prevent a conflict of interest. 5 CFR 2634.1001-.1004. 

If you have a continuing financial interest in your former employer, to include a law firm, you 
would have to disqualify yourself from or seek and obtain a waiver for any matter affecting the 
former employer's interests. If your spouse is a partner in, or owner of, a firm, you also would 
have to disqualify yourself or seek and obtain a waiver before participating in any matter 
affecting that firm. You should not acquire conflicting assets during your service at DOJ. • 

Impartiality in Performing Duties 

The standards of conduct address matters that do not affect your financial interests but which 
could reflect on your impartiality. You may not participate, without written authorization, in a 
particular matter involving specific parties which you know is likely to affect the financial 
interests of a member of your household. You also may have to disqualify yourself from a 
matter if someone with whom you have a personal or business relationship is a party or 
represents a party to the matter. This would include a former employer, even without a 
continuing financial interest, and your former clients, for a minimum of one year; an 
organization you worked for actively in the iast year, and your spouse's employer. 5 CFR 
2635.501 & .502. 

If you are an attorney, you would have to disqualify yourself from any matter in which you 
participated before entering government. In all but the rarest cases, you would not be 
allowed to remain on leave of absence from a law firm while serving in the Justice 
Department. 

If you received a payment in excess of $10,000 from a former employer prior to entering 
government service that is not pact of an established benefits program, you will have to 
disqualify yourself for two years from any matter in which your former employer is a party or 
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represents a party. 5 CFR 2635.503. 
Financial Disclosure 


Officials appointed by the President, members of the Senior Executive Service, and most 
Schedule C employees will be required to submit an initial financial disclosure report and annual 
reports thereafter that are available to the public. Such officials are notified each year of the 
requirement to file an annual report by May 15. One more report must be filed upon leaving 
government service. Reports are filed through an electronic system called Integrity. 

Outside Activities in General 

Generally, you should not engage in outside employment that conflicts with your duties. 5 CFR 
2635.802. A Justice Department rule prohibits the outside practice of law unless it is 
uncompensated and in the nature of community service or on behalf of yourself, your parents, 
spouse or children. You are also prohibited from engaging in employment that involves a 
criminal matter or a matter in which the Department is or represents a party. Certain of these 
prohibitions may be waived by the Deputy Attorney General in unusual cases. You must obtain 
approval for the outside practice of law that is not otherwise prohibited (e.g., pro bono 
representation) and any outside employment, including unpaid service as an officer or board 
member, which are related to the responsibilities of your component. 5 CFR 3801.106. Certain 
senior non-career (political) appointees have additional restrictions. 

) Representations Before the Federal Government 

Generally, you may not represent someone before any court or an agency of the federal 
government or accept compensation for someone else's representation on a matter in which the 
U.S. is a party or has an interest. There are exceptions for testifying under oath, for representing 
yourself or members of your immediate family, for representing someone in personnel 
administration proceedings and for representing a nonprofit organization that is composed 
substantially of government employees. 18 U.S.C. §§ 203 & 205. 

You may not serve as an expert witness in any proceeding before a court or agency of the U.S. in 
which the U.S. is a party or has an interest unless it is authorized as being in the interest of the 
government. 5 CFR 2635.805. 

Teaching. Speaking and Writing 

The following restrictions must be considered by an employee who would like to engage in 
teaching, speaking and writing for pay. 

Presidential appointees are subject to an absolute ban on the receipt of outside earned 
income, which does not include income from military service, pensions, investment 
activities, royalties, or travel expenses. The outside earned income of a non-career official 
above GS-15 (SES, SL, ST) is limited to 15% of the Executive Level II salary. 
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Executive Order 12674, § 102 and 5 U.S.C. app. 7 § 501(a). 


Employees are prohibited from accepting compensation for speaking or writing, and in some 
cases, teaching 2 that relates to official duties. These activities relate to your official duties if you 
were invited to speak or write because of your official position or by someone whose interests 
you may affect in performing your duties, if the information you convey is not publicly 
available, or the subject deals with: 

1. Any matter to which you are presently assigned or have been assigned during the 
previous one-year period; 

2. Any ongoing or announced policy, program or operation of the Department; or 

3. In the case of a non-career (political) employee above GS-15, the general 
subject matter, area, industry or economic sector primarily affected by the 
programs and operations of the Department. In addition, employees at this 
level must have approval from the Assistant Attorney General for 
Administration/DAEO to engage in teaching for compensation. 

There should be no use of your official title to promote your teaching, speaking or writing except 
for inclusion with other in biographical details or in a scholarly article with a disclaimer. 5 CFR 
2635.807. 

Other Restrictions on Certain Non-Career Employees 

A non-career employee paid above GS-15 may not be compensated for serving as a 
member of a board, engaging in activities that involve a fiduciary relationship, or being 
employed by a firm that provides such services. Nor may he or she allow their name to be 
used by such an entity. 5 U.S.C. app. 7 § 502. 

Fundraising 

You may not engage in fundraising in your official capacity unless authorized by statute or 
regulation. However, you may be approved to give an official speech related to your official 
duties or the programs of the Department that is given at a fundraiser, provided the event is 
appropriate for the dissemination of official information and you do not request donations or 
other support for the recipient, and certain other conditions are met. 

You may engage in fundraising in your personal capacity if you do not solicit funds from a 
subordinate or from someone who has or seeks business with the Department, and you do not use 
your official title. There are exceptions for solicitations using the media or mass communication 
if they are not targeted to your subordinates or persons having business with the Department. 

5 CFR 2635.808. 


2 Most employees may accept compensation for teaching a course requiring multiple presentations as part of the 
curriculum of a recognized institution of learning even when the subject matter generally relates to their official 
duties. 
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Partisan Political Activities 


Most employees, except career members of the Senior Executive Service (SES), administrative 
law judges, employees of the Criminal Division, the National Security Division and the Federal 
Bureau of Investigation, and all Criminal Investigators and Explosives Enforcement Officers in 
the Bureau of Alcohol, Tobacco, Firearms and Explosives, may participate actively in partisan 
campaigns. However, because of the sensitivity of the Department's law enforcement role, 
Attorneys General in the past have determined that Justice Department political appointees 
should be held to the same restrictions applicable by statute to the employees mentioned above. 

All employees may vote, contribute money, sign petitions, express their views and display 
political stickers and buttons, except when on duty. However, no employee may solicit funds 
from the public or use his official authority or influence to interfere with an election. No 
employee may solicit or discourage the political activities of anyone with business before the 
Department. No employee may be a partisan candidate for office, nor engage in any political 
activities, to include wearing buttons, while on duty or in a government office, a government 
vehicle or while wearing an official uniform. 5 U.S.C. §§ 7321-26. 

Purchase of Forfeited Property 

You may not purchase or use any property forfeited to the government and offered for sale by 
the Department without a specific waiver from your determining official. 5 CFR 3801.104. 

Misuse of Position 

You are generally prohibited from using your public office for your own private gain or that of 
friends, relatives, or persons with whom you are affiliated. This includes a non-profit 
organization in which you hold office or are a member, and persons with whom you have, or 
seek, employment or business relations. 

You may not use your position or title to coerce someone, including a subordinate, to provide 
benefits to any of the above or to imply that the government sanctions your personal activities or 
those of another. You are allowed to provide recommendations on request using your official 
position and Department stationery for someone with whom you work or have worked in the 
government or for someone who is seeking a government job, and about whom you have 
personal knowledge of their character, skills, abilities or qualifications. You may not use your 
public office to endorse a product or service. 

You may not use nonpublic information to further your own or another's financial interests. 
Information designated nonpublic ranges from classified to that protected from disclosure by 
law, to information that has not been authorized to be made available to the public. 
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Generally, you may not use government property, including official time, for other than 
authorized purposes. You may not use the time of a subordinate for other than official duties or 
unless authorized by statute or regulation. 5 CFR 2635.701-.705. However, you may make 
personal use of equipment such as computers or library facilities as long as there is no more than 
a negligible expense to the government, and as long as the use does not violate security or other 
limitations. 28 CFR 45.4. 

Acceptance of Gifts and Other Things of Value 

In general, you may not accept gifts from anyone who has or seeks business with or action by the 
Department or an organization composed of such persons. You are also prohibited from 
accepting a gift given because of your official position. 5 CFR 2635.202. There are exceptions 
to these general prohibitions that allow acceptance in certain circumstances. However, you 
should remain mindful whether acceptance of a gift in a given situation may undermine the 
public’s confidence in the operations of government, and decline otherwise permissible gifts 
where appropriate. 

There are Exceptions to Permit Acceptance of: 

1. Gifts valued at $20 or less per occasion and a total of $50 from one source 
annually; 

2. Gifts based on a personal or outside business relationship; 

3. Discounts and similar benefits offered to a broad group of government employees 
as long as there is no discrimination based on grade; 

4. Awards for meritorious public service or honorary degrees from certain persons 
and organizations for which you may need approval; 

5. Free attendance, food, and materials, from the sponsor of a conference or at a 
gathering of an industry or profession if your attendance is seen to further agency 
programs and is approved in writing; and 

6. Gifts from foreign governments valued at no more than $375. 5 U.S.C. § 7342. 

Modest food and refreshments not offered as part of a meal, greeting cards and plaques, 
favorable rates, commercial discounts, rewards and prizes in events open to the public, and free 
attendance at an event on the day on which you are assigned to speak or present on behalf of the 
Department, are excluded from the definition of a gift. 5 CFR 2635.203. 

You still may not accept gifts from the same or different sources so frequently that it would 
appear to be misuse of public office. And, even where an exception allows acceptance of a gift, 
you should always consider whether acceptance could affect the perceived integrity of you or the 
Department’s operations. 

Acceptance of Expenses for Official Travel 

With approval, the Department may accept expenses for your official travel from a non-federal 
source for attendance at meetings and other functions, but not to carry out statutory functions. 31 
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U.S.C. § 1353 & 41 CFR304. 


You may use frequent flyer benefits earned from official government travel for personal travel. 
41 CFR 301-53. 

Supplementation of Government Salary 

You may not accept compensation for your services to the government from anyone but the 
government. 18 U.S.C. § 209. You are generally prohibited from accepting financial 
assistance from a former employer such as moving expenses or other expenses incident to 
entry into government service. This does not bar the receipt of benefits under bona fide 
employer benefit plans as long as there is no preference given for entrance into government 
service. You may receive payments from a former firm that are based on past service and 
are guaranteed as to amount and payment schedule. 

Gifts to Superiors 

You may not give gifts to an official superior or solicit a contribution from another employee for 
a gift to a superior, except on special occasions described below. You may not accept gifts from 
employees receiving less pay than you, unless you are not in a superior-subordinate relationship. 
5 U.S.C. § 7351. 

On occasions when gifts are traditionally exchanged, such as birthdays, you may give an 
individual gift to a superior or accept a gift from a subordinate valued at $10 or less. You may 
share refreshments to mark the occasion and give and accept gifts of personal hospitality. 

On special occasions generally not related to work (except for resignation and retirement), you 
may make voluntary contributions of a nominal amount for a gift to a superior or for shared 
refreshments. 5 CFR 2635.301-.304. 

Seeking Other Employment 

Under the standards of conduct, you are required to disqualify yourself from participating in a 
matter that affects the financial interests of a prospective employer when you are seeking 
employment. You are considered to be seeking employment as soon as you take certain early 
steps toward employment, such as sending a resume, or do not reject overtures from prospective 
employers. 5 CFR 2635.601-.606. 

Post-Employment Restrictions 

A former employee is prohibited from representing someone else before the government on a 
particular matter involving specific parties in which he participated personally and substantially 
while working for the government and in which the U.S. is a party or has a substantial interest. 

18 U.S.C. § 207(a)(1). 
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The Bar Rules prohibit behind-the-scenes work on such a matter and extend this bar to the entire 
law firm unless the proper screening mechanisms are in place to screen the former government 
employee. ABA Model Rule 1.11. 

For two years, a former employee is prohibited from representing someone else before the 
government on a particular matter involving specific parties that he knows was pending under his 
official responsibility for the last year of government service and in which the U.S. is a party or 
has a substantial interest. 18 U.S.C. § 207(a)(2). 

For one year (two years for former Cabinet officials), former senior employees 3 are prohibited 
from representing someone else before their former agency with the intent to influence on a 
matter which is pending before the Department or in which it has an interest. 18 U.S.C. § 

207(c). 

For two years, former cabinet level officials are prohibited from lobbying any other Executive 
Level official in the Executive Branch. 18 U.S.C. § 207(d). 

For one year, officials subject to 18 U.S.C. §§ 207(c) and (d) are prohibited from representing, 
aiding or advising a foreign entity with the intent to influence a federal employee. Foreign entity 
is defined as a foreign government or political party. 18 U.S.C. § 207(f). 

A former employee is prohibited from sharing in fees resulting from representational services 
rendered by another at the time the former employee was with the government and concerning a 
matter in which the U.S. is a party or has a direct and substantial interest. 18 U.S.C. § 203. 

(This will affect former employees who leave government to become partners in a law firm.) 


Departmental Ethics Office 
Department of Justice 
(202)514-8196 


3 Senior employees include: Executive Level officials; SES, ST, SL and employees in other pay systems with an 
annual rate of basic pay (excluding locality adjustments) at or above 86.5 percent of the rate for level II of the 
Executive Schedule ($161,755 as of January, 2017). Executive Level personnel will be barred from the whole 
Department, while those in the SES and other pay systems may only be barred from certain parts of the Department. 
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U.S. Department of Justice 


Mission Statement: 

To enforce the law and defend the interests of the United States according to the law; to 
ensure public safety against threats foreign and domestic; to provide federal leadership 
in preventing and controlling crime; to seek just punishment for those guilty of unlawful 
behavior; and to ensure fair and impartial administration of justice for all Americans. 


Core Values: 

These core values underlie the Department’s work, inform its strategic goals, and guide its 
employees. 

Equal Justice under the Law. Upholding the laws of the United States is the solemn 
responsibility entrusted to DO J by the American people. The Department enforces these laws 
fairly and uniformly to ensure that all Americans receive equal protection and justice. 

Honesty and Integrity. DOJ adheres to the highest standards of ethical behavior, cognizant that, 
as custodians of public safety, its motives and actions must be beyond reproach. 


Commitment to Excellence. The Department seeks to provide the highest levels of service to the 
American people. DOJ is an effective and responsible steward of the taxpayers’ dollars. 

Respect for the Worth and Dignity of Each Human Being. Those who work for the Department 
treat each other and those they serve with fairness, dignity, and compassion. They value 
differences in people and ideas. They are committed to the well-being of employees and to 
providing opportunities for individual growth and development. 
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(Office of tfj? ^ttorne^ (General 

Iffaaljmgton,®. (5.20530 

October 9, 2015 


MEMORANDUM FOR ALL DEPARTMENTOF JUS 
FROM: THE ATTORNEY GENE 



m 



EMPtJpYEES 


Subject: Prevention of Harassment in the Workplace 


POLICY MEMORANDUM # 2015-04 


PURPOSE: Renews policy that the Department will tolerate no form of harassment and ensures 
that no employee is subjected to retaliation because he or she has alleged unlawful harassment or 
assisted in any inquiry about such allegations. The policy directs managers and supervisors to take 
immediate and appropriate corrective action to address all allegations of harassment and retaliation 
' and to be accountable for failure to do so. 

SCOPE: Ail Department components 

POLICY: The Department of Justice will maintain a zero tolerance work environment that is free 
from harassment (including sexual harassment) based on sex, race, color, religion, national origin, 
gender identity, age, disability (physical or mental), genetic information, status as a parent, sexual 
orientation, marital status, political affiliation, or any other impermissible factor. The Department 
also will ensure that no employee is subjected to retaliation because he or she has alleged unlawful 
harassment or assisted in any inquiry about such allegations. Managers and supervisors must take 
action quickly to respond to allegations of harassment or retaliation. 
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Policy Memorandum ft 2015-04 

I want to take this opportunity to reiterate the Department of Justice policy of maintaining a work 
environment that is free from harassment (including sexual harassment) based on sex, race color 
religion, national origin, gender identity, age, disability (physical or mental), genetic information’ 
status as a parent, sexual orientation, marital status, political affiliation, or any other impermissible 
factor. It is also the Department’s policy to ensure that no employee is subjected to retaliation 
because he or she has alleged unlawful harassment or assisted in any inquiry about such 
allegations. The Department will tolerate no form of harassment and will take immediate and 
appropriate corrective action to address it. 

Harassing conduct is defined as any unwelcome verbal or physical conduct that is based on any 
of the above-referenced characteristics when this conduct explicitly or implicitly affects an 
individual’s employment; unreasonably interferes with an individual’s work performance* or 
creates an intimidating, hostile, or offensive work environment. 

To enforce this zero tolerance policy, the Department will treat harassing conduct as misconduct 
even if it does not rise to the level of harassment actionable under Title VII of the Civil Rights 
Act of 1964, as amended. The Department will not wait for a pattern of offensive conduct to 
emerge oefore addressing claims of harassment Rather, the Department will act before the 
harassing conduct is so pervasive and offensive as to constitute a hostile environment Even 
where a single utterance of an ethnic, sexual, racial, or other offensive epithet may not be severe 
enough to constitute unlawful harassment in violation of Title VII, it is the Department’s view 
that such conduct must be prevented whenever possible through awareness, robust policies and 
effective and appropriate follow-up, investigation, and enforcement of the zero tolerance policy, 
the Department will not tolerate retaliation against any employee for making a good-faith report 
of harassing conduct or for participating in any inquiry about such a report. 

Any employee who believes that he or she has been subjected to harassment should report such 
behavior immediately to a supervisor or higher level manager, the personnel officer in their office 
or die individuals identified by their office to manage harassment allegations. Employees may also 
seek assistance from their Equal Employment Opportunity Office, the Office of Professional 
Responsibility, or the Office of the Inspector General. In addition, employees in a collective 
bargaining unit may seek assistance through appropriate provisions of their collective bargaining 
agreement. Employees who want to file a formal complaint of harassment and preserve their legal 
nghts must contact their component’s Office of Equal Employment Opportunity within 45 days of 
the alleged unlawful harassment The Department will protect the confidentiality of employees 
bringing harassment claims to the extent possible. 


This Policy Memorandum remains in effect for 1 year from date of issuance or 
until it is converted into a DOJ Order or DOJ Policy Statement 
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DOJ managers and supervisors must set the example in their organization by ensuring that the 
workplace is free of such behavior. Every manager and supervisor must: 


• Be mindful of the potential for harassment in his or her work environment; 

• Take all necessary steps to prevent harassment from occurring; 

• Ensure that, if harassment does occur, it is eliminated in a manner that is prompt 
and effective but minimizes the effect on the victim to the extent possible; 

• Be unbiased and not retaliate against employees who report harassing conduct or 
participate in any inquiry about such a report; and 

• Take appropriate steps to hold those who engage in harassing conduct accountable. 


Appropriate corrective action will be swift against any DOJ employee who engages in harassment. 
Likewise, disciplinary action will be taken against supervisors and managers who either condone 
or fail to act promptly to report or correct harassing conduct brought to their attention. 


This Policy Memorandum remains in effect for l year from date of issuance or 
until it is converted into a DOJ Order or DOJ Policy Statement 
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Approved On: Nov. 19,2013 


DOJ POLICY STATEMENT 

FEDERAL WORKPLACE RESPONSES TO DOMESTIC VIOLENCE, 
SEXUAL ASSAULT, AND STALKING 


FURI'OSt: This Policy Statement aims to: (a) enhance workplace awareness and 

capacity to create a safe work environment for employees and 
contractors who are victims of domestic violence, sexual assault, and 
stalking, and their co-workers; (b) develop policies and procedures to 
assist victims and to support co-workers who may be victims of 
vicarious domestic violence, sexual assault, and stalking; and (c) 
increase awareness of policies, including disciplinary action, to address 
the conduct of workers who commit domestic violence, sexual assault, 
and stalking. 

SCOPE: This Policy Statement applies to Department of Justice (DOJ) 

employees, including full-time, part-time, temporary', and probationary- 
employees, as well as interns, detailees. fellows, and volunteers in 
federal workplaces, as defined below. The Policy Statement applies to 
contractors where they are explicitly included or when they are defined 
as victims. 


ORIGINATOR: 

CATEGORY; 

AUTHORITY: 

Agency Specific Domestic Violence, Sexual Assault., and Stalking 

Policies , U.S. Office of Personnel Management (Feb. 2013). 

* 

CANCELLATION: None 


Human Resources (HR) Staff, Justice Management Division (JMD) 

(I) Administrative, (II) Human Resources 

Establishing Policies far Addressing Domestic Violence in the Federal 
Workforce , Presidential Memorandum (April 18, 2012); Guidance for 
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DISTRIBUTION: This Policy Statement is distributed electronically to all Department 

components as well as posted to the DOJ Directives electronic 
repository (SharePoinft 



APPROVED BY: Sjames M Cole 

Deputy Attorney General 
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ACTION LOG 

All DOJ directives are reviewed, at minimum, every five years and revisions are made as 
necessary. The action log records dates of approval, recertification, and cancellation, as well as 
major and minor revisions to this directive, A brief summary of all revisions will be noted In 

‘ S " ed ' ° r will also be 


h Action 

Authorized bv 

Date Summon' i 

Initial Document 
Approval 

{ 

James M. Cole, 
Deputy Attome 
Genera! 

11/19/2013 Initial Approval of DOJ Policy 

y Statement on Federal 

Workplace Responses to 
Domestic Violence, Sexual 
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GLOSSARY OF TERMS 


DEFINITIONS 


■ Term 

| Definition 

Contracting Officer 

An employee with authority to act on behalf of the federal government 
to enter into, administer, or terminate contracts with vendors. 

Contracting Officer’ 

J Representative 

s An employee designated and authorized in writing by a contracting 
officer to perform specific technical or administrative functions. 

Contractor 

An employee of a private business or organization, that has a federal 
contract or subcontract supporting DOJ, or an individual with such a 
contract, and who is assigned to work in a DOJ workplace. 

Disclosure 

A disclosure is access to or exposure of information provided by or 
about a victim related to incidents or concerns of domestic violence, 
sexual assault, or stalking, relating to the victim. 

Domestic Violence 

Domestic violence is a pattern of coercive behavior, including acts or 
threatened acts, that are used by a perpetrator to gain power and 
control over a current or former spouse, current or former intimate 
partner, or person with whom the perpetrator shares a child in 
common. This behavior includes, but is not limited to, physical or 
sexual violence, emotional and/or psychological intimidation, verbal 
abuse, stalking, economic control, harassment, threats, physical 
intimidation, or injury. Domestic violence can occur in any 
relationship, regardless of socio-economic status, education level, 
cultural background, age, gender, race, ethnicity, sexual orientation, 
gender identity, or religion. Domestic violence can occur in 
heterosexual and same-sex intimate relationships, including marital, 
cohabiting, or dating relationships that are not dependent on the 
existence of a sexual relationship. 

Employee 

An employee is any person employed by the Department of Justice, 
including its component bureaus, offices, boards, and divisions. For 
purposes of this Policy Statement, the term employee includes interns, 
detailees, fellows, and volunteers working at the Department, but does 
not include contractors. 

Employer 

For the purposes of this Policy Statement, employer is the Department 
of Justice, including its component bureaus, offices, boards, and 
divisions. 

Federal Workplace 

An employee is considered to be in the federal workplace while in, or 
using the resources of, federal offices, facilities, employer-approved 
telework or other work sites, equipment, or vehicles, or anywhere that 
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an employee is conducting business on behalf of the Department, or 1 

while on work-related travel. The availability and character of a 
Department response to a workplace-related incident may be 
dependent upon the location at issue. j 

Perpetrator 

A perpetrator is an individual who commits or threatens to commit an j 
act of domestic violence, sexual assault, and/or stalking. J 

Protection or 
Restraining Order 

A protection order, also called a restraining order or stay-away order, j 
is an order issued by a court to protect a victim from a perpetrator. 

Such orders may also establish child custody and visitation guidelines 
and provide for forms of economic security, like rent or mortgage 
payments, which last for the duration of the order. Protection orders 
may issue in criminal cases as a condition of probation or condition of j 
release, particularly in a domestic violence, sexual assault, or stalking 
related crime. 

Sexual Assault 

Sexual assault refers to a range of behaviors, including but not limited 
to, a completed nonconsensual sex act (e.g., rape), an attempted j 

nonconsensual sex act, and/or abusive sexual contact (i.e., unwanted 
touching). Sexual assault includes any sexual act or behavior that is 
perpetrated when someone does not or cannot consent. Lack of 
consent may be inferred when a perpetrator uses force, harassment, 
threat of force, threat of adverse personnel or disciplinary action, or 
other coercion, or when the victim is asleep, incapacitated, 
unconscious, or physically or legally incapable of consent. Managers 
should consult appropriate counsel if they have questions regarding a 
particular situation in which consent is an issue. J 

Sexual Harassment 

Sexual harassment refers to unwelcome sexual advances, requests for j 
sexual favors, and other verbal or physical conduct of a sexual nature 
when this conduct explicitly or implicitly affects an individual's j 

employment, unreasonably interferes with an individual's work 
performance, or creates an intimidating, hostile, or offensive work | 

environment and is generally prohibited under TItie VII of the Civil i 

Rights Act of 1964. Sexual assault is a form of sexual harassment 
prohibited by Title VII, but most sexual harassment does not rise to 
the level of sexual assault. This Policy Statement only addresses 
sexual assault. For sexual harassment that does not rise to the level of 
sexual assault, components should follow the Department of Justice 

Sexual Harassment Policy (http://www.justice.gov/jmd/eeos/sexual- ! 
harassment.html) and guidance from the EEOC 
(http://www.eeoc.gov/laws/types/sexual harassment.cfml j 


6 


AMERICAN 

^OVERSIGHT 



















U.S. Department of Justice 
Policy Statement 1200.02 


Stalking 


Stalking refers to harassing, unwanted or threatening conduct that 
causes a victim to reasonably fear for his or her safety or the safety of 
a family member. Stalking conduct can include, but is not limited to: 
following or spying on a person; appearing uninvited and unwanted at 
a person's home or work; waiting at places in order to make unwanted 
contact with a person or to monitor a person; leaving undesired items 
( e g-> presents or flowers) for a person; and posting information or 
spreading rumors about a person on the Internet, in a public place, or 
by word of mouth. It also includes “cyberstalking”: following a 
person’s Internet activity with malicious intent, hacking into 
someone’s email, making anonymous contact with someone over the 
Internet or by email, or otherwise using technology to make unwanted 
contact. Stalking may occur through use of technology including, but 
not limited to, e-mail, voice-mail, text messaging, and use of GPS and 
social networking sites. 


Workplace-related 

Incidents 


Workplace-related incidents of domestic violence, sexual violence, 
and stalking include acts, attempted acts, or threatened acts by or 
against employees or contractors, and/or against victims’ families or 
property, that occur in the federal workplace or that occur outside the 
workplace but have an impact on the workplace, including making the 
victim fee! unsafe in the workplace. 


Workplace Safety 
Plan 


A workplace safety plan is a strategy developed in collaboration with a 
victim to implement workplace safety options, including but not 
limited to: handling of court protection orders, procedures for alerting 
security personnel, temporary or permanent adjustments to work 
schedules and locations, change in parking spots, and requests for 
escorts around workplace facilities. 


Victim 


For purposes of this Policy Statement, the term victim means an 
employee or contractor who has experienced, or discloses information 
related to, incidents or concerns related to domestic violence, sexual 
assault, or stalking for himself or herself. A victim may know the 
perpetrator, such as a co-worker or supervisor, and/or may be involved 
in a dating or marital relationship with perpetrator, or the perpetrator 
may be unknown to the victim. 
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ACRONYMS 


Acronym _ | Meaning 


Code of Federal Regulations 


DOJ 

Department of Justice 


EAJP 

Employee Assistance Program 


EEO 

Equal Employment Opportunity 


EEOC 

Equal Employment Opportunity Commission 


FPS 

Federal Protective Service 


NSI 

National Security Information 


SPM 

Security Programs Manager 


JMD 

Justice Management Division 


OVW 

Office on Violence Against Women 
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I. Policy 

A. Statement of Purpose. Domestic violence, sexual assault, and stalking are serious 
problems that can affect individuals, families, and communities. The impact of such 
incidents of violence can spill over to the workplace. As the nation’s largest 
employer, the federal government seeks to be a model in its response to such violence 
and its effects. The Department of Justice aspires to promote a safe and healthy work 
environment, and to improve workplace responses to domestic violence, sexual 
assault, and stalking experienced by its workforce. The Department recognizes that 
incidents of these forms of violence include those that occur at work, as well as those 
that occur outside of work but still impact the workplace (e.g., through decreased 
productivity and increased risk for violence). Existing Department policy does not 
tolerate violence, threats, harassment, intimidation, or other disruptive behavior in the 
workplace. The Department seeks to increase awareness among employees, 
supervisors, and contractors of the options available to assist victims so that victims 
can take advantage of the options best-suited to their needs. Above all, each victim 
presents unique circumstances that should be addressed with utmost respect and 
sensitivity by Department personnel. This Policy Statement identifies existing 
policies and resources available within the Department to address domestic violence, 
sexual assault, and stalking. The attached Appendix provides further guidance. 

} B - Responding to Employees and Enhancing Workplace Safety. The Department’s 

policy is to offer appropriate and timely support to employees to address violence in 
the workplace. Workplace support, as elaborated in further detail below, will be 
available to employees who are victims of domestic violence, sexual assault, and 
stalking in order to minimize the impact of violence on the victim and others in the 
workplace and to facilitate victim and workplace safety. The Department is 
committed to making these supportive resources available to employees who disclose 
incidents of domestic violence, sexual assault, and stalking through supervisors, 
designated persons in human resources divisions, or other persons designated by the 
agency, and the Department’s Employee Assistance Program (EAP). 

C. Protection and Restraining Orders, if a victim chooses to disclose the existence of 
a protection or restraining order to Department management, to the extent practicable, 
the Department’s policy is to assist the victim to enforce his or her order within the 
workplace. Such assistance does not create an actionable duty or indicate 
acceptance by the Department of the jurisdiction of the court issuing the order. 

It may be necessary to consult with component human resources staff and/or the 
component’s legal counsel regarding this assistance. 

D. Addressing Employee Work Performance and Conduct. Once a supervisor 
becomes aware that an employee suffers from declining performance or conduct 
issues that may be the result of domestic violence, sexual assault, or stalking (e.g., an 
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employee may be charged with AWOL for absences arising from domestic violence, 
sexual assault, or stalking), the impact of domestic violence, sexual assault, and 
stalking should be taken into consideration as a mitigating factor in determining any 
appropriate discipline in misconduct cases involving a victim. Components should 
work to make sure that workplace policies do not re-victimize victims to the extent 
possible, while maintaining appropriate workplace standards. 

E. Non-Discrimination and Non-Retaliation. As per the Department’s EEO Policy, no 
applicant or employee will be denied equal employment opportunity because of race, 
color, religion, national origin, sex, gender identity, age, disability (physical or 
mental), genetic information, status as a parent, sexual orientation, marital status, 
political affiliation, or any other non-merit factor. In addition, the Department will 
maintain policies to allow all employees to work in an environment that is free from 
discrimination and harassment and in which employees may exercise their rights 
without fear of reprisal. Depending on the particular circumstances, Federal and 
Departmental EEO policy may apply to incidents or reports of domestic or dating 
violence, sexual assault, or stalking that occur in the workplace. However, whether 
discrimination has actually occurred in a particular instance must be determined 
through an investigation of the facts alleged. 

The Department’s EEO policy is located at 

h QB . ://www. [u stice.gov/imd/eeos/policv.htm . For information about how the equal 
employment opportunity laws may apply to a situation of domestic violence, please 
see the Equal Employment Opportunity Commission's publication 

"Questions and An swers: The Application of Title VII and the ADA to Applicants or 
Employees wh o Ex perience Domestic or Dating Violence Sexual Assault or 
Stalking.” ' *— 

F. Victim Autonomy, Confidentiality, and Recordkeeping. The Department 
recognizes its Privacy Act obligation not to disclose information about individuals 
contained in systems of records absent written consent of the individual or a disclosure 
made pursuant to a statutory exception. The Department also recognizes the 
importance of victim autonomy and confidentiality. The confidentiality of employee 
or third-party information and records related to domestic violence, sexual assault 
and stalking is critical. The Department’s policy is to only maintain written records if 
required to do so, and it will make every effort to protect written information. 
Department employees shall keep information regarding victims of domestic 
violence, sexual assault, and stalking confidential, except as limited herein and by 
other laws, regulations, and Department policies, such as when the Department is 
investigating an incident occurring in the workplace. Department employees covered 
by child abuse reporting mandates must follow such mandates and inform the victim 
of the scope of such mandates. The Attorney General Guidelines for Victim and 
Witness Assistance (http://www.iustice. gov/olp/pdf/ag guidelines2012.pdf! include 
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1. 


Article IK, L, 3bUSe rep0rtln ® mandaKs applicable to Department personnel at 

G ' ^ch°a r s t pe^petrafion*o < fd^mestic : violen^e nCernS | re ^ ar ^' n ^ *' C ° ndUC ‘ of 

promptly brought to 1 aTeSLn of ^ aSSa “"- ° r stalki "8. shal1 •* 

officer, 

H - “ra^r 8 ^e^r;:,s % D ~ wni a - d 

Policy Statement. ’ P ' 3nd proccdures necessary to implement this 

or benefit, sub^nfive or procSV^forceabktttw'^ ^°“ n °‘' a " y ri S hl 

against the United States its department* a - ° m eCJU,ty b ^ an y Party 

employees, or agents; or any otherpnirson. 3 ^ 6001 ^* ° f enl ' t * es ’ ^ ts officers, 

II. Roles and Responsibilities 

in their compone^T^ C ° mp ° nent Heads are responsible for addressing the following 

environment 1 for its employes an/comraa I ^ pa £ fnent Co P rovide a safe work 
violence, threats, harassment intimidat !, ^ Departmen{ will not tolerate 

httpy/dojnet.doj.gov/jm^mernos/memol'QSOS 

take immediate steps to investigate incirie t pdf ’ De P artment components will 

employees or contactors and bm SXSZwS*' W ° lM “ ^ 

2 ' Victims. As described in the 

Violence, Sexual Assault and Stalls d victims is to have a Domestic 
referrals and poin« of con “cj for It? T' ^roup to provide resources, 

employees and contractors of how to access ttefollo"* Shal ‘ C,eady " 0tify 
contact. SS the f° iIow 'ng resources and points of 

*■ r«:rc r eTL?v i r,*^T fd om« t ?c ePa r’ en ' COmp0ne " , Sha " “ 3 ■* of 

shall provide emplacestd , V ‘ SeXUal aSSau1 '’ a " d «•*!"*, and 

regarding local a o<lforrmtionalhservke r provMere P and b EAf's < f mat ' 0f | 
that can support victims This *hr,n „i • , J rs ’. and bAPs for employees, 

can conmct the fustice Protective ffPsTor 
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other appropriate security or law enforcement personnel, if victims wish to 
have a police report taken about incidents occurring in the workplace. 

b. Referral for Employees. Department components shall create a list of 
designated supervisors, component personnel, and EAJP contacts to whom 
employees may disclose domestic violence, sexual assault, or stalking 
concerns. This list shall include procedures to be used when an employee is 
concerned that his or her supervisor will not be sufficiently responsive to such 
a disclosure. Employees may resort to these alternative contacts in cases 
where they do not feel comfortable discussing the concern with the supervisor 
(e.g. when an employee feels victimized in the workplace, the supervisor is a 
friend or co-worker of an alleged abuser, the supervisor is the alleged abuser 
etc.). Components may use a Domestic Violence, Sexual Assault, and Stalking 
Response Group as discussed in the appendix to provide this support to 
employees. 

c. Referral for Contractors. Component Heads shall identify points of contact 
for contractors to report incidents of domestic violence, sexual assault, and 
stalking perpetrated against them in the federal workplace. At least one point 
of contact shall be an employee who does not supervise the contractor’s work. 

d. Departmental Point of Contact for Victims. At a victim’s request. 
Department components will offer a point of contact with whom the victim 
can stay in touch regarding ongoing needs. Such contact will increase the 
likelihood that the Department will receive critical updates on the alleged 
perpetrator s whereabouts, the status of legal proceedings, and will increase 
the overall safety of the workplace and the victim. 

3. Safety Planning. At a victim’s request, the employing component will assist in 
safety planning. An adequate response includes the development of a workplace 
safety plan that includes and respects the views and preferences of affected 
employees and may also involve Department security personnel, FPS, and EAPs. 
The Appendix contains more detail on the development of such safety plans. 

4. Workplace Flexibilities for Employees. Consistent with the interests of the 
Department, Component Heads should provide employees with options that 
permit them to continue to perform their jobs while providing, to the extent 
possible, a safe environment for them and their co-workers. Where Department 
management determines that such options are feasible and applicable, these 
workplace flexibilities may include, but are not limited to, new or revised 
telework agreements, additional security at work sites, work schedule 
adjustments, relocation of workspace, telephone extension changes, or approved 
absences. Whether specific arrangements are appropriate in an individual 
instance will be determined on a case-by-case basis, at the discretion of 
Department management. Component heads shall develop guidelines and training 
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B. 


that describe options available to employees to maintain employment and to 
address concerns in ways that employees deem safe and appropriate. 

5 ‘ Z:Z* C \<r™ SS 3 n d ° utreach * Department components shall distribute 
his Policy Statement to all current employees and contractors. New employees 

and contractor staff shall receive this Policy Statement upon commencement of 
employment. 

6. Training. Beginning during Fiscal Year 2015, all Department components shall 
require supervisors, human resources personnel, internal or external Employee 

r f S> *™ p!oyees ’ intems and volunteers to complete training coordinated by the 
Justice Management Division (JMD), about the effects of domestic violence 
sexual assault, and stalking impacting the workplace. This training shall be ’ 
repeated at a minimum on a biennial basis. 

7. Monitoring and Evaluating Department Responses. Department components 

“ d “ al reviewsof their Procedures, policies, training and practices 
under th.s Policy Statement, including number of employees trained, and reviews 
of incident reports to evaluate the quality of the response. Each component shall 
send a report to JMD Human Resources describing the result of its annual review. 

Justice Management Division and Office on Violence Against Women. 

1. Training. The JMD Human Resources Staff, in consultation with the Office on 
Violence Against Women (OVW), will develop and coordinate train,ng for 
employees on domestic violence, sexual assault, and stalking, including 

ThfSn' w" 8 of these c ™es and resources available for victims. 

The JMD Human Resources Staff and OVW will also develop supplemental 
raining for supervisors, human resources personnel, and EAPs, which will 
include top.es such as how to talk to employees about domestic violence, sexual 
assault, and stalking, and how to respond appropriately to victims. Basic 

employee training and supplemental training will be available on an electronic 
portal accessible to ail components. 

2. Monitoring and Evaluating Department Responses. The JMD Human 
Resources Staff will compile the results of the annual component reviews 

described above into an annual report to the Assistant Attorney General for 
Administration. 

3 ' ° VW Wi " teaVai ‘ able foron '8°‘"8 technical assistance 

to implement this Policy Statement. • 

C. Employees. All employees are expected to become familiar with this Policy 

w^Pot/sLZr 10 Pa " iCiPate in ““ and ° n80ing 
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D. Contractors. 
Statement. 


All contractors are expected to become familiar with this Policy 
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APPENDIX 

GUIDANCE ON IMPLEMENTING FEDERAL WORKPLACE RESPONSES TO 
DOMESTIC VIOLENCE, SEXUAL ASSAULT, AND STALKING 

This Ap P endix proyides p epar tme n t components with guidance to assist them in implementing 
th.s Policy Statement The resources, authorities, and related Departmental policies identified! 

worMrce ndlX are aVa ' ab,e t0 3ddreSS domestic violence, sexual assault, and stalking in the 
CONFIDENTIALITY AND RFnoftnq 

The Department recognizes that a victim may have concerns regarding privacy confidentiality 

“h y T Z t0 tHe ViC , tim ’ S disCl0SUre ofil »fon«ation regarding violence, including 
king, cyberstalking, attempts, threats, harassment, intimidation, sexual assault and physical 

violence. Department personnel should make every effort to honor the victim’s preferences 
regarding the extent of disclosure, unless to do so could result in physical harm to any person 
jeopardize safety withm the workplace, or there is another compelling need to disclos^without 

e victim s consent, including the need for an administrative or other investigation or discipline 
and/or removal of the perpetrator from the workplace. aisc.pl.ne 

Whenever possible, Department personnel should inform the victim regarding further disclosures 
that may be necessary in order to .mplement workplace safety options or otherwise assist the 
victim. Department personnel should provide the victim with the name and title of the person 

exDla! th™ 6 e ^ artment Intends to further disclose the victim’s information, and should 
explain the necessity and purpose of the disclosure. Such further disclosures, for example mieht 

federal « h V '° t " n d ‘ SC,0SeS "™ inent harm 10 a <*'M- Components should observe 

,7* . ' a " d S “‘ e laws 80V '™ m 8 mandatory disclosure of abuse of vulnerable persons (children 
the elderly, and viettms of domestic violence). V 

When information provided by a victim must be disclosed within and/or externa! to the 

SchTcln S r r f *° SeCUnty reaSOnS) ’ the De P artment wiil the breadth and content 
of such disclosure to information reasonably necessary to meet the purpose of the disclosure 

(such as preventing physical harm to a person). nc disclosure 

Any type of monitoring or evaluation depends, in part, on written or electronic records It is 
rucial that any records relevant to domestic violence, sexual assault, and stalking incidents be 

Z * ac ^ dent,al Pf ace and onl y shared = as necessary, with appropriate personnel, such as 
those involved in security or management roles. 

I l 8 ° f Qfflce Personnel Manag ement Guidance for Agencv-Sp ^ifl. 
vi olence, Sexual Assault, and Stalking Policies for further discussion on confidentiality. 
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RESOURCES, REFERRALS. AND PQrNTS OF CONTAGT 

Domestic Violence, Sexual Assault, and Stalking Response Group 

Each Department component should create a Domestic Violence Sexual Assault and 
Stalking Response Group to assess incidents of domestic violence sexual assault’ and 

ss, r < 1 ^ 

include representatives such as those from’it km§ V ' C imS ‘ As a PP r0 P riate > il should 

employee assistance, or oThe“e“fi«s C ° mP °" ent S * ™*- 

SSitsir < ab ° ve) - ^0 

Group members consul a WetoTod m d ZT^ “ T *"« 

SAFETY PLANNfNn 

victims^is an the vieW! and P refere "C“ »f 

EAPS ’ “* ««* p— are encouraged ,o 

involve «* planning may 

a variable work £heduTVelevan SZf ,l ’ C , CmploJee 10 a "“>■* “cure location or instituting 

restraining orders and sLfdtSd wTh"^SXl^d * “** ° f ^ 

available. pnotographs of the alleged perpetrator, if 


In addition, Department security personnel can advise 


victims on the following types of issues: 


Dealing with telephone, internet, or mail harassment- 
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‘ ° r ,eaVing a “• walking between parking 

Using technology to enhance safety (e.g., cellular phones); 

anegedabuser^ < an^° nted A ° WOrkplace * P^ator who is a co-worker and an 
What to do if the victim sees an alleged abuser hying to enter the workplace. 

£r v iT s * d ~> 

enforcement and communi* resou"es Tbit SerVice (FPS >' local <■» 

criminal justice system, obtaining a temporary rSmS, Mdf SB d'| C< T W '‘ h naVI ' 8atin « the 
other victim concerns. P ^ n ng der and le S al representation, and 

Addressing Computer Technology Concerns 

their conlpoIw ^ nts’*compute d technoloEv a Dem €nt,S | SeCU aa , Sh °“ W —e with 

concerns include the aTeged perXSCe ‘7 -*» ““•»» ■ These 

victim, as well as using information on th n om Puter technology to harass or stalk a 

potentially be used to hann the victim As a^oprTa^ th^b 5 ’^ 7°^ ^ V ‘ Ctim that C ° Uid 
should address these concerns PP ° P at ’ the above-described safety plan 

victim’s telephoneliulnber arid Tcfm“* ««" 

public websites. 5 ^ Department and its components’ 

Working with Local Law Enforcement 

Appropriate Department personnel may determine thaf t^i i r 
should be contacted when there is a reasonable vie !!! 3W enforcement agencies 

impacting the victim or the workforce Local noC ^ 7 mCldent of violence may occur 
helpful in assessing the level of threat aeainsr th “* T* ^ mformation that could be 
example, they may have dealt with the alleged nernT 7^ "7^ hC ° r She * S at WOrk; for 
or her patterns of behavior Taking into roL7 ?*7^ m the p3St and be familiar with his 
earner, i. is crii.ea, iha, “ 

Protection and Restraining Orders 

™ res,raining order -- part of* «• 

workpiace may or may no, be iHdedon'I „°'£'£££? ^ t 
perpetrator must remain away. location from which an alleged 
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Department components should maintain such orders 
employees’ personnel files. 


in a confidential and separate file from 


Other 

Componenfs should respond to employee requests for information and documentation from 
0rkplace ’ such as e-mail or voice-mail messages, that could support their efforts in the 
j slice system or to obtain and maintain safety from an alleged perpetrator to the greatest 

basis ' subject to ,he scope of,he Freedom 

FLEXIBIUTIFS 

Leave 

The Department recognizes that employees may require work schedule adjustments and lime 

°1‘"° r U 1 med r' ° r ' egal 3SSiStanCe ° r court proceed,ngs 

reloMte or make other safety atrangements. These responsibilities may also include oar’inv 

to, tamtly members who have been impacted by the abuse or violence Employees should” 

aTattble Th "office 0 ^°""^^“ '° ^ m ° S ' ap P™P' ia “ ° f '««e 

a v -!,r Jhe Office of Personnel Management Guidance f o r Agencv-Sp erifi. nuncio 

_JSjenc^S exual Assault, an dStalkm^Pohcies provides information the different types 

and how they may be used for v,ctims ° f domestic ^ 

Addressing Physical Layout of Worksite 

To the extent Practicable. Department security personnel, supervisors, and other appropriate 

identr rf : work Wlth Vlc “ ms to assess the physical layout of the worksite 

penury possible threats .0 vtctim safety, and changes that can be made ,0 enhance safe.'y 

dTscrldon Fo 8 “ ™ f” made assessed °" a c^e-by-case basis, a, managements 

™hTc o h m amp ' V,c r s Wh ° WOTk in l0ca,i0ns th « a "= accessible to the general 
of s^v w^hn T ? T' e t° ming ^ 8 ° ing iS ° bStrUCted ha * e -increased 

. 0 . safety wtch a cnange in the physical placement or layout of their offices Public 

T nt Cha 't geS rcqUiring a COmp0 " C " t ' a Domestic Violence, 

I Assault, and Stalking Response Group to come up with alternative plans with the 

sststance of law enforcement, if necessary, and in consultation witlt victims. 

If the component has workplaces in multiple locations, it may be helpful, and potentially 

‘t?’ 00 ? ’ ‘ hrea,ened ViCtlm ,0 a " alte ™ te n„kn P own‘o the 

re pect formic dm m.t rel ° C f°" should be handled with strictest confidentiality and 
respect tor victim autonomy related to worksite relocation. 
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EMP LOYEES AS ALLEGED OFFFNDFR C: 

Zero Tolerance for Violence in the Workplace 

Employees are reminded of the Department’s policy on violence in the workplace See 
http://dojnet.doj gov/jmdmemos/memol 12508.pdf. Incidents of domestic violence, sexual 
assault, and stalking m the workplace should immediately be reported to a supervisor or 
manager, n tvi uals committing such acts in the workplace may be removed from the 
premises, subject to disciplinary or other adverse action (up to and including removal from 
Federal service), and subject to arrest and/or prosecution. 

Firearms and Workplace Safety 

Relevant to domestic violence, employees are reminded of federal law prohibiting possession 
of firearms. Specifically, under certain provisions of the Federal Gun Control Act, persons 
subject to a qualifying protection order Q8U.S.C. § 922 (g)(8)) or convicted of a qualifying 
misdemeanor crime of domestic violence (.1 8 U.S.C. g 922feV9tt are prohibited from 
possessing firearms or ammunition. For more information about these provisions, see 

■http-//www.atf.gov/files/pu blications/download/i/atf-i-3310-3 .pHf anH 
http://www.atf.gOv/files/p ublications/download/i/atf-i-3310-2.odf . 

The provision relating to misdemeanor crimes of domestic violence, also known as the 
Lautenberg Amendment,” does not have an official use exemption. This means that if a 
p on is convicted of a qualifying misdemeanor crime of domestic violence, he or she may 
n possess firearms even for official use, such as during duty as a law enforcement officer. 

In addition, federal law prohibits the knowing possession of, or the causing to be present 
fr arms or other dangerous weapons in federal facilities and federal court facilities by all 
persons not specifically authorized by 18 U.S.C. 5 930/dV (See, 41 C.F.R. 6 102-74 440 t 

Self-Reporting 

flhwT* T remin * d °/ ,he Department’s policy regarding self-reporting of arrests and 

Anv emn? r Ct ' a' htt P ://d<) j" et ' d »J SO''/jn,d/se P s/pdf/polic y self reporting.pdf. 

Ms LZ7 15 arr ?‘t T* ,mraediate| y self-report in writing the fad of an atrest to 

or her supervtsor or a htgher-level official in the chain of command, and to the relevant 

component Security Programs Manager (SPM). Those employees who have access to 

national security information (NSI), are in high-risk positions (Risk Level 6), or carry 

weapons ,n their official capacity are also required to report in writing any on or off-duty 

allegations of misconduct. Such misconduct would include incidents of domestic violence 
sexual assault, or stalking. . violence. 
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Nexus and Scope of Discipline 

When taking an adverse action against an employee, a government agency must show some 
direct nexus” between the misconduct involved and the employee’s ability to perform his or 
her duties or some other legitimate governmental interest that promotes the efficiency of the 
service. When misconduct happens in the workplace or during duty hours, a nexus is 
implied, but a nexus would have to be shown for off-duty misconduct that, in this context, 
involves domestic violence, sexual assault, and stalking. Department components are 
strongly encouraged to contact their servicing Human Resources Offices and Offices of 
General Counsel for advice and guidance on this issue. The particular facts and 

circumstances of each case heavily affect the determination of whether discipline for off-duty 
misconduct is appropriate. J 


If the conduct fits the definition of “sexual harassment,” there is a separate Attorney General 
Memorandum ensuring that “Immediate and appropriate corrective action will be taken to 
address any form of harassment.” (See http://www.iustice.gov/imd/eeos/agmemo html 

This topic is discussed in more depth in The Office of Personne l Management Guidance for 
A gency-Specific Dome stic v iolence. Sexual Assault, and Stalking Policies at pages 15-16. 

TRAINING 

Training on domestic violence, stalking and sexual assault for employees.may involve partnering 
with local domestic and sexual violence experts to offer employees immediate access to people 
with critical expertise. Also, domestic and sexual violence content may be incorporated into 
general work/family seminars, EAP orientations, basic manager training, and other educational 
programs addressing workplace violence prevention, health and safety, and sexual harassment. 

If such additional training is undertaken, components should coordinate with OVW on the 
content. 

C ONTRACTORS 

The Department workplace also includes contractor employees of vendors or independent 
contractors. Such personnel are not Department employees. Executive Order 11246 as 
amended, sets requirements for Federal contractors on non-discriminatory practices and prohibits 
contractors from discriminating against their employees on the basis of sex, including by 
engaging in or allowing their employees to engage in sexual harassment. Contractors are also 
required to comply with Idle VII of the Civi l Rights Act of 1964. including its prohibition on 
sex discrimination. Prohibited behavior could occur in conjunction with domestic violence, 
sexua assault, or stalking. Contractors who believe they are victims of domestic violence ’ 
sexual assault, or stalking in the federal workplace should bring such conduct to the attention of 
a component point of contact. Contractors who are victims of domestic violence, sexual assault, 
or stalking outside of the federal workplace, but who are concerned for their safety while in the 

federal workplace, may consult with Department security personnel for safety planning 
assistance. 6 
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MONITORrMO 

how consistently new procedures are being imnlem™^ n " * implemented to assess 

sexuaTassjadt ^tdLng^H^ t0 ^^Z^vlolen^ 

employee needs. 8 8 y mdicate enhanced connection of services with 

the^nt^ h math" /"fT 7 ™ *" ' h ' qUa ' ity ° f «*PO"*« ^ 

include „ iv« uT v h t,“ deVel ° P “ ^'7 *** for "* P«Pose.«hat would 

offices, as appropriate * rK0UrCes ’ employec * ssisan ™- *>« other relevant 
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KNOW YOUR RIGHTS WHEN REPORTING WRONGS 

Whistleblower disclosures can save lives as well as billions of taxpayer dollars. They play a critical role in keeping our 
government honest, efficient and accountable. Recognizing that whistleblowers root out waste, fraud and abuse, and protect 
public health and safety, federal laws strongly encourage employees to disclose wrongdoing. Federal laws also protect federal 
employees from retaliation. 

The U.S. Office of Special Counsel (OSC) plays an important role in helping whistleblowers. OSC is an independent agency that 
protects federal employees from “prohibited personnel practices,” including whistleblower retaliation and unlawful hiring 
practices, such as nepotism. OSC also provides an independent, secure channel for disclosing and resolving wrongdoing in federal 
agencies. This guide provides a summary of whistleblower protections and avenues available to employees to disclose 
wrongdoing. For more information, please visit OSC’s website at www.osc.gov . 



Where can I report wrongdoing? 

Current and former federal employees and applicants (henceforth “federal employees”) can report on any of the following types of 
wrongdoing: 


\ 


a violation of any law, rule, or regulation, 
gross mismanagement, 
a gross waste of funds, 
an abuse of authority, or 

a substantial and specific danger to public health or safety. 


Federal employees have many options on where to disclose wrongdoing, including but not limited to, making disclosures to 
supervisors or someone higher up in management; agency’s Inspector General (IG); OSC; or, Congress. For whistleblower 
disclosures involving classified national security information or other information protected from public release by law (e.g. 
patient privacy information), whistleblowers must use confidential channels such as an IG, OSC, or Congress in order to be 
protected from adverse personnel actions related to their disclosures. 

OSC has jurisdiction to protect federal employees at most agencies from retaliation for filing an appeal, complaint, or grievance; 
helping someone else file or testifying on their behalf; cooperating with or disclosing information to the Special Counsel or an 
Inspector General; or, refusing to obey an unlawful order. 

Can I keep my identity confidential? 

Yes. Most Inspectors General have hotlines that allow employees to make confidential disclosures. Inspectors General are 
prohibited from disclosing an employee’s identity unless the IG determines that disclosure is unavoidable or is compelled by a 
court order. If you file a disclosure with OSC, your identity will not be shared outside of OSC without your consent. However, 
OSC may disclose your identity only if OSC determines that it is necessary because of an imminent danger to public health or 
safety or an imminent violation of any criminal law. 

What will OSC do once I make a disclosure? 


When a federal employee discloses wrongdoing to OSC, OSC evaluates the information and interviews the federal employee. OSC 
determines whether it is substantially likely that the employee’s allegation - or any portion of it - can be proven and whether it 
discloses a violation of a law, rule, or regulation; gross mismanagement; a gross waste of funds; an abuse of authority; or a 
substantial and specific danger to public health or safety. If it meets that standard, OSC will require the agency to investigate 
and submit a report of the agency’s findings to OSC. The whistleblower then has an opportunity to comment on the agency 
report. Those comments, together with any comments or recommendations by the Special Counsel, are sent with the agency 
'eport to the President and congressional oversight committees. The agency report is usually made available to the public. 
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Are whistleblowers protected from retaliation? 


Yes. The Whistleblower Protection Act prohibits retaliation. This means it is unlawful for agencies to take or threaten to take a 
personnel action against an employee because he or she disclosed wrongdoing. Personnel actions can include poor performance 
review, demotion, suspension, or termination. 


However, disclosures of information specifically prohibited by law or required by Executive Order to be kept secret are protected • 
only when made to an OIG, OSC, or Congress. Additionally, federal law establishes that a federal employee has the right to 
communicate with and provide information to Congress. 

What can you do if you believe retaliation occurred? 

If you believe that an agency has retaliated against you because of your whistleblowing or because you engaged in protected 
activity such as disclosing information to an Inspector General, you can: 

• file a complaint with OSC, which may seek corrective action when warranted; 

• file a union grievance; or 

• if you have been subject to a significant personnel action, you can file an appeal with the Merit Systems Protection Board 
(MSPB; www.mspb.gov') and assert retaliation as a defense. 

Note that a federal employee may choose only one of these three options when appealing a significant personnel action. 

What relief is available to an employee who has suffered retaliation? 

Many forms of relief are available. They include job restoration, reversal of suspensions and other adverse actions, back pay, 
reasonable and foreseeable consequential damages, such as medical costs, attorney fees, and compensatory damages. In addition, 
damages may be awarded for attorney fees and expenses incurred due to retaliation. 

Can the OSC delay a personnel action while the matter is investigated? 

Yes. An individual may ask OSC to delay, or “stay,” an adverse personnel action pending an investigation. OSC will consider 
requesting a delay of a personnel action if OSC has reasonable grounds to believe that a prohibited personnel action was taken W 
and, absent a stay, the employee will be subjected to immediate and substantial harm, such as removal, suspension for more than 
14 days, or geographic reassignment. 


How can the OSC remedy a prohibited personnel practice? 


Federal employees may report suspected prohibited personnel practices (PPPs) to OSC. Their complaint will be investigated. If 
there is sufficient evidence to prove a violation, OSC can seek corrective action, disciplinary action, or both. Alternatively, parties 
in selected cases may agree to mediate their dispute in order to reach a mutually agreeable resolution of the complaint. OSC may 
attempt to resolve a case with an agency at any stage. If an agency refuses to provide corrective action, then OSC can take the 
case to the MSPB. The MSPB can order the agency to take corrective action. Such litigation begins with the filing of a petition by 
OSC that alleges there are reasonable grounds to believe a prohibited personnel practice occurred, is occurring, or is imminent. 

Can a manager be held accountable for retaliating against a federal employee? 

Yes. OSC may seek disciplinary action against any employee who commits a prohibited personnel practice. If an agency fails to 
take disciplinary action, then OSC can bring a disciplinary action case to the MSPB against the employee who committed the 
prohibited personnel practice. If the MSPB finds that an individual has committed a prohibited personnel 

practice, it can order disciplinary action, including removal, reduction in grade, debarment from federal employment for up to five 
years, suspension, reprimand, or a fine of up to $1,000. 

For more information on prohibited personnel practices (PPPs), including retaliation, go to www.osc.gov/ppp . 

To learn more about filing a whistleblower disclosure with OSC, go to www.osc.gov/disclose . 

To file a PPP complaint or whistleblower disclosure with OSC, go to www.osc.gov/efile . 
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Whistleblowing 


A “whistleblower” discloses information he or she reasonably believes evidences: 

A violation of any law, rule, or regulation . An abuse of authority 

’ °”“ m, ' Smanagen,ent ' A substantial and specific danger to public health 

* Aer0SSWaSteOffi,nds _ • A substantial and specific danger to public safety 

Disclosures may be made within the U.S. Department of Justice (DOJ) to the Office of the Inspector 

General, or outside the DOJ to the U.S. Office of Special Counsel. inspector 

• The Office of the Inspector General (OIG) is a statutorily created independent entity whose 

mission is to detect and deter waste, fraud, abuse, and misconduct in DOJ programed personnel 
and ‘"Promote economy and efficiency in those programs. The OIG provides a secure channel ’ 

2"** Wl ) lch appI,CantS and current °° J employees and employees of a DOJ contractor 
subcontractor, or grantee may make confidential disclosures. 

The Office of Special Counsel (OSQ provides a secure channel outside the DOJ through which 
current and former employees and applicants may make confidential disclosures. OScfvaluate, 

H ^ SUr u S t ? dete " nme whether there is a substantial likelihood that one of the categories 
aed a bove has been disclosed. If such a determination is made, OSC has the authority to require 
the head of the agency to investigate the matter. y q re 

For more information or to make a disclosure, contact: 

U.S. Department of Justice Office of the Inspector General 
Investigations Division 
950 Pennsylvania Avenue, N.W. 

Room 4706 

Washington, D.C 20530 
Phone: (800) 869-4499 
wwwJustij^ gov/oig/hotiine/ 

or 

U.S. Office of Special Counsel 
1730 M Street, N.W., Suite 218 
Washington, D.C 20036-4505 
Phone: (202) 254-3640* Toll Free: (800) 572-2249* 

Hearing and Speech Disabled: Federal Relay Service (800) 877-8339 
ww.osc. g pv/wbdischtrp 

For xMitioml Mon™*. .*u,OIG whiaMW right, „d pMecfo.,, m 0[G 
Whistleblower Ombudsperson Program at (202) 5 14 - 3435 . 
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Whistleblower Retaliation 


5 U.S.C. § 2302(b)(8) 


What Is Whistleblower Retaliation? 

A federal employee authorized to take, direct others to take, recommend or approve any 

SSS; 10 ^ ° r threate " ‘° ^ PeiSOnne '“** - employee because of 


M'ZIZ'ZT" 011 " defi0ed “ diSChS ‘" g i " f0r ""' i °" Wlfc ‘ «“ *“"»«• ~s« n ,bl y 

1 . a violation of law, rule, or regulation, 

2 . gross mismanagement, 

3. gross waste of funds, 

4. an abuse of authority, or 

5. a substantial and specific danger to public health or safety. 

What Can You Do If You Believe Whistleblower Retaliation Has Occurred’ 

y~ c™ 81. . comphla, „,a, 

prohibited personnel practices (PPP) by federal employees"osc^T th*' U1 ’! es ^ 8ales . and prosecutes allegations of 
allegations of whistleblower retaliation! and^ay^edt correctiv^ ordkcip|irwey l »cdon , vdarrfwMM^tted! nC * U< ** n * 

For more information or to make a disclosure, contact 

U.S. Department of Justice Office of the Inspector General 
Investigations Division 
950 Pennsylvania Avenue, N.W. 

Room 4706 

Washington, D.C. 20530 
Phone: (800) 869-4499 

www.iustice.iWmfT/wiinra/ 

or 

U.S. Office of Special Counsel 
1730 M Street, N.W., Suite 218 
Washington, D.C. 20036-4505 
Phone: (202) 254-3640* Toll Free: (800) 572-2249* 

’Hearing and Speech Disabled: Federal Relay Service (800) 877-8339 
aaW-05C .gov/wbdisc.htm 

For additional infection aboutOIG whistleblower rights and protections, contact the OIG 
- ^^rc^kMower^abudsperson Program at (202) 514 . 3435 . 
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u.s. Department of Justice 
EQUAL EMPLOYMENT 
OPPORTUNITY 
POLICY 


Loretta E. Lvncli v 


Loretta E. Lynch 

The Department of Justice works diligently to foster a work environment that upholds the principles of fairness 
q a ty, and respect for differences. Our adherence to these principles will provide Justice employees the equal 

opportunity to help advance our important mission, thus ensuring that all Americans are afforded thefreedomslnd 
protections guaranteed by our Nation’s laws. 

^rCa^lveL” eqUaI empl0y,nent opp ° rt '“' it >' < EEO > “ ^ of the Departmeafs important 


«Jual empbmen° f ' he ' r rightS "' d res P onsibi| M“ u,K,cr the law and identify and eliminate barriers to 

discrimlnation’aiid Wml" *” embr>C ' S diV<!rSity ° f ° pini ° n ” d blCkgr0lmd “ d is “ f 

Ensure that no applicant or employee will be denied equal opportunity because of race, color, religion national 

orifmt eX ’ T- d ! Sa rrl ity (physical or mentaI )’ g^etic information, status as a parent, sexual 

ntation, marital status, political affiliation, or any other impermissible factor. Prohibited discrimination and 

havn^cmredlrT h ?*TT’ are n0t tolerated at thc Department of Justice and when it is found to 
l 7 d ' the Department will take appropriate corrective and/or disciplinary action in a swift manner 
against those who have engaged in such behavior. 

Establish and maintain policies that afford applicants and employees the right to raise allegations of 
ui sen mi nation and harassment without fear of reprisal. 

Use alternative dispute resolution (ADR) methods to resolve EEO complaints or workplace disputes in a 
prompt, fair, and objective manner in accordance with established agency EEO policies and procedures which 
require management participation when ADR is approved for use. F ’ Cn 

eff merit hirC> train ’ deVCl ° P> pr0m ° te ’ and reward em P lo y ees in a fair and consistent manner, solely on the basis 


rstlbUshedTr 13 ^ aCC ° mmodations for applicants and employees with disabiUties in accordance with 

As our Nation’s law enforcement agency, we must lead by example in preserving the rights of ail Americans 
including the talented individuals who comprise the Justice workforce. As such, all Employees executives’ 

Lgrfity^nd respect rV1S ° rS t0 and advance the Principles of EEO and to treat each other with 
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U.S. DEPARTMENT OF JUSTICE 
DIVERSITY MANAGEMENT 
POLICY STATEMENT 


Loretta E. Lynch v/ 


The Department of Justice is stronger, more credible, and more effective when our workforce 
includes highly-qualified individuals with backgrounds, cultures, and traditions that reflect our 
nation s rich diversity. By seeking out the very best and brightest, we strengthen this institution 
and improve its work. By ensuring a supportive atmosphere, we create a stronger and more 
effective team. And by empowering a wide range of leaders and public servants, we enhance our 
ability to develop new innovations and to achieve better results. 

We value inclusion in our workforce and embrace the diverse cultural and demographic 
dimensions of our country. We work diligently to attract, hire, develop, and promote a 
workforce that represents the broad range of personal and professional experiences and 
perspectives that arise from different backgrounds - including persons of varying age, ethnicity, 
gender disability status, race, color, sexual orientation, gender identity, religion, national origin,’ 
political affiliation, socioeconomic and family status, and geographic region. And we seek to 
foster an inclusive work environment that engages all employees; that offers opportunities to 
grow and excel; and that treats every individual with dignity and respect. That is the goal of our 
department-wide Diversity Management Plan - a strategic blueprint that calls for the 
identification and implementation of effective practices to foster diversity management across 
the department, sustain progress over time, and ensure accountability for results. 

Throughout our history, America has drawn strength from our diverse community. The 
Department of Justice is committed to supporting comprehensive efforts with respect to 
diversity, inclusion, and employee engagement in order to build on our success and push forward 


i 
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that investigates and prosecutes allegations of prohibited personnel practices (PPP). 


WHAT IS A PROHIBITED PERSONNEL PRACTICE (PPP^? : 

Under 5 U.S.C. §2302(b)(l)-(b)(13) a federal employee authorized to take, direct others to 
take, recommend or approve any personnel action may not: 


• Discriminate (including discrimination based 
on marital status and political affiliation). 

EXAMPLE: Supervisor Joe refuses to promote 
Employee Jane because Jane is a registered 
Republican; or his refusal is because she is a 
single mother. (OSC will generally defer Title 
VII discrimination allegations to the EEO 
process, rather than duplicating already existing 
procedures.) 

• Solicit or consider employment 
recommendations based on factors other than 
personal knowledge or records of job-related 
abilities or characteristics. EXAMPLE: 
Selecting Official Joe hires Applicant Jack based 
on Senator Smith’s recommendation that Jack be 
hired because Jack is a constituent; or fails to 
hire Applicant Jane because of Congressman 
Smith's recommendation based on the 
Congressman's friendship with Jane's parents . 

• Coerce the political activity of any person, or 
take action against any employee as reprisal 
for refusing to engage in political activity. 
EXAMPLE: Supervisor Jane takes away 
significant job duties of Employee Jack because 
Jack will not make a contribution to Jane’s 
favorite candidate. 

• Deceive or willfully obstruct any person from 
competing for employment. EXAMPLE: 
Supervisor Joe, located in Headquarters , orders 
that no vacancy announcements be posted in the 
field office where Employee Jack works because 
he does not want Jack to get a new job; or 
falsely states that there will be extensive travel 
in the position when he knows that there is no 
travel. 


• Engage in nepotism. EXAMPLE: Second-level 
Supervisor Jane asks First-level Supervisor Joe to 
hire her son ; or to promote her daughter. 

• Take a personnel action against an employee 
because of whistleblowing. EXAMPLE: 
Supervisor Joe directs the geographic 
reassignment of Employee Jack because Jack 
reported safety violations to the agency's Inspector 
General; or because employee Jill reported a gross 
waste offunds to the Office of Internal Affairs. 

• Take a personnel action against any employee 
because of the exercise of an appeal, complaint, 
or grievance right. EXAMPLE: Supervisor Jane 
places Employee Jack on an undesirable detail 
because Employee Jack filed an administrative 
grievance about his performance rating . 

• Discriminate against an employee on the basis of 
conduct, which does not adversely affect the 
performance of the employee, including 
discrimination based on sexual orientation. 
EXAMPLE: Jack's employment is terminated 
because he attended a "Gay Pride" march; or he 
attended a "Pro-Life" event; or he attended an 
animal rights rally; or he attended a gun-owners' 
rights meeting. 

• Take or fail to take a personnel action, if such 
action would violate a veterans’ preference 
requirement. Example: Supervisor Jane hired 
Employee Jack, without considering Veteran 
Jennifer, who was included on the list of eligible 
employees. (OSC’s jurisdiction is for disciplinary 
actions only; the Dept, of Labor has jurisdiction to 
investigate for corrective actions.). 
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Influence any person to withdraw from 
competition for a position to improve or injure 
the employment prospects of any other person. 
EXAMPLE: Supervisor Jane, in an effort to hire 
Employee Joe, tells Employee Jack that he should 
not apply for a position because he is not qualified 
and will never be selected Employee Jack is 
qualified 

Give an unauthorized preference to a person to 
improve or injure the employment prospects of 
any particular employee or applicant. 

EXAMPLE: Supervisor Jane specifies that 
Spanish-speaking skills are necessary for a vacant 
position, for the purpose of selecting Employee 
Jack, who speaks fluent Spanish. The position, 
however, does not require Spanish-speaking skills. 


Take a personnel action against an employee 
which violates a law, rule, or regulation which 
implements a merit systems principle. 
EXAMPLE: Supervisor Joe terminates the 
probationary appointment of Employee Jack 
because of Jack's letter to the editor criticizing 
affirmative action - a valid exercise of First 
amendment rights, a law implementing a merit 
system principle . 

Implement or enforce a nondisclosure 
agreement or policy lacking notification of 
whistleblower rights. EXAMPLE: A manager 
requires all employees in his program to sign a 
non-disclosure agreement that prohibits the 
employees from discussing the program in any way 
and fails to notify employees ofprotected channels 
for making disclosures . 




What can you do if you believe a PPP has been committed? 


An employee who believes a PPP has been committed can file a written complaint with the U.S. Office of 
Special Counsel. Complaint forms are available on the Web at www.osc.gov . Employees do not need 
attorneys to file a complaint. OSC is an independent and prosecutorial agency. It will investigate allegations 
of prohibited personnel practices, and seek any corrective and disciplinary action. 


IL FTio U.S. Office of Spec in 1 Counsel also receives confidential disclosures and 
enforces the Hatch Act 


RECEIVING CONFIDENTIAL DISCLOSURES fS U.S.C. SI213V 
Current and former federal employees and applicants can confidentially report information evidencing a 
violation of any law, rule, or regulation, gross mismanagement, a gross waste of funds, an abuse of 
authority, or a substantial and specific danger to public health or safety. The OSC has the authority to 
require the head of the agency concerned to investigate the matter if OSC determines that a disclosure has 
been made. 

ENFORCING THE HATCH ACT 15 U.S.C. 67321-261 ; 

The Office of Special Counsel is authorized to issue advisory opinions that respond to federal employee 
questions about whether or not they may engage in specific political activities under the Act. The OSC also 
prosecutes violations of the Hatch Act before the Merit Systems Protection Board. These violations include: 
using official authority to interfere with an election result' soliciting, accepting or receiving political 
contributions, soliciting or discouraging political activity of persons before the employing agency; and 
running for public office in a partisan political election. 


-b^od^deiitixyiTahrnfbruTation''* 


Information on filing a complaint: 202-254-3600 or 800-872-9855. 

Information on making a disclosure: 202-254-3640 or 800-572-2249. 

Updated and detailed information on OSC and its procedures- visit our web page: www.osc.gov. 


U.S. Office of Special Counsel 
1730 M Street N.W., Suite 218 
Washington D.C. 20036-4505 
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Preferences Menu 

The Preferences menu allows employees to 
maintain their user ID and password, store 
two email addresses, and set up challenge 
questions. User IDs and passwords can be 
changed at any time. With the ability to store 
two email addresses in EPP, employees can 
receive email notifications from NFC and 
recover lost user IDs and passwords. 


Procedure and Online Help 

Additional information on the use of 
EPP/ESS is available to employees within the 
EPP Procedure Manual. The EPP procedure 
can be accessed from the Publications link 
of NFC’s Home Page (www.nfc.usda.gov). 
Online help is also available within EPP itself 
by selecting the Help link on the EPP top 
navigation menu. 
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Requests for EPP Access 

Employees should access the NFC home 
page on the Internet (www.nfc.usda.gov) 
and select My EPP. To obtain a password, 
employees should select the signup icon. 

The password will be mailed directly to 
the employee by NFC. The NFC-assigned 
password must be changed by the employee 
on the first access of the EPP. Employees 
are encouraged to periodically change this 
password to ensure confidentiality. 

System Requirements 

• A personal computer with Internet 
capabilities 

• Access to the Internet with one of the 
following browsers: 

- Microsoft Internet Explorer Version 6 
or higher 

- Netscape 

- Firefox Version 3 or higher 

- Safari 

• A browser supporting 128-bit Secure 
Socket Layer encryption (United States 
version) 


Additional Information 

Employees with questions about their EPP 
should contact their agency personnel office. 
Agencies needing additional information 
on the EPP should contact the Client 
Management staff at: 

Client Management Branch 

National Finance Center, USDA 

ATTN: CS-0811 

P.O. Box 60000 

New Orleans, LA 70160-0001 

email: customer.support@usda.gov 



NATIONAL 

FINANCE 

CENTER 


U. S. DEPARTMENT OF AGRICULTURE 

NEW ORLEANS, LA 

National Finance Center 
Office of the Chief Financial Officer 
United States Department of Agriculture 
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Connected, Powerful, Convenient! 


Have you ever wanted to improve your skills so that you could enhance your job performance? 

Have you ever wanted to go to training but there was no training money in the budget? 

Are you frustrated with the paperwork process for requesting external training (SF -182)? 

With leamDOJ, desktop training is available to JMD employees on a variety of topics and 
training data can be tracked and reported. 

leamDOJ has a powerful library of approximately 3,000 online courses including leadership, 
management, information technology, Microsoft Office, and business skills courses that will 
empower you to improve your skills. You may, with your supervisor’s approval, take any course 
in the library at no cost! leamDOJ is convenient as it delivers training to your computer or 
mobile device wherever you are, and eliminates the time and cost of traveling to training. 
leamDOJ conveniently automates the SF-182 (External training form) application and approval 
process. It knows who you are when you start the application process, so the top of the form is 
already completed for you! 

When You Can Use learnDOJ : 

You will be able to use leamDOJ once your personnel data are entered into the National Finance 
Center (NFC) Data Base and that data are transferred to leamDOJ (usually 3 to 4 weeks after 
you are hired). Once you receive your logon credentials from your staffs Training Coordinator 
(see list on back) you may log into leamDOJ. Please complete the following mandatory items 
listed on your “To Do” list. 

The No Fear Act - (Required completion within 30 days) 

Domestic Violence, Sexual Assault, and Stalking in the workplace (DVSAS) 

DOJ CyberSecurity Awareness Training- (Required completion within 30 days) 
Records and Information Management I - (Required completion within 30 days) 

EOD Orientation - (Informational Documents) 

Welcome to the Department of Justice - (Video welcome by John Walsh) 

Thousands of users have logged into the system and are already using leamDOJ. Get ready to 
take advantage of connected, powerful and convenient learnDOJ? Contact your Staffs Training 
Coordinator (listing attached on back) to obtain your user ID and password. Once received, you 
can access all leamDOJ offers at www.leamDOJ.gov . 
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Welcome to the Department of Justice 

PRO BONO Program 

nnnnnnnnnnnnnnnnnnnnnnn 

Yes, government lawyers and legal staff can do pro bono work! 

Interested in using your legal skills to give back to the community? As lawyers and 
legal staff, you possess the ability to fill a need in your community that no one else can 
- the need for free legal assistance. Without you, that need will go unmet. The 
Department of Justice Pro Bono Program is here to help you find an interesting and 
rewarding pro bono opportunity that does not pose any conflicts of interest with your 
DOJ responsibilities. The Pro Bono Program can also connect you with training, 
mentors and other resources to help you get started! 

$ We have pro bono opportunities that take as much or as little 
time as you have to give! From a few hours on a Saturday morning to a 
case that goes to trial, we have a pro bono experience that fits your schedule. 

$ Cases, Clinics, Wills and much more! Whether you want to handle 
litigation or definitely don’t want litigation, we have a wide range of 
opportunities from which to choose! 

$ Not a member of the DC or MD Bar? Not a problem! Federal 
government attorneys can do pro bono work in DC and MD with any bar 
membership! Ask the Pro Bono Program Manager for details. 

$ Paralegals and secretaries - Join our support staff resource pool to assist 
an attorney with a pro bono case! 

To avoid conflicts of interest, all pro bono projects must be approved according to the 
DOJ Pro Bono Policy. The procedure is simple and quick! Pick a project today! 


!No experience or expertise is needed—just the desire to heCp those in 

needl 

I For a copy of the DOJ Pro Bono Policy or more information, call or email Laura Klein, Pro Bono 

Program Manager, 202-353-7529, or go to DOJ Net. 
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Approved On: October 23, 2014 

DOJ Policy Statement 


PRO BONO LEGAL SERVICES 


PURPOSE: 

This Policy Statement establishes Department policy and procedures for 
pro bono legal services. 

SCOPE*. 

All DOJ employees 

ORIGINATOR: 

Professional Responsibility Advisory Office 

CATEGORY: 

(I) Administrative, (II) Human Resources 

AUTHORITY: 

18 U.S.C. § 202, et seq. (Federal Conflict of Interest Laws); 5 U.S.C. §§ 
7323(a) and 7324(a) (The Hatch Act); 5 C.F.R. Part 734 (Political 
Activities of Federal Employees); 5 C.F.R. Part 2635 (Standards of 

Ethical Conduct for Employees of the Executive Branch); 5 C.F.R.§ 
3801.106 (rule governing outside employment by DOJ employees); 
Executive Order 12988 (Feb. 5, 1996); Office of Personnel Management 
Memorandum to Executive Agency Heads dated April 6,2004. 

CANCELLATION: 

Policy on Pro Bono Legal and Volunteer Services, approved by the 
Attorney General on May 5,2000. 

httD://doinet.doi.eov/imd/Ds/volunteer/rJro-6onn-sample.pdf 

DT-STPTgrTTTfiW. 

"f'hl-C. PaIi^w Qtofpmpnl to o|/-*olItr fn, IKaoo 

x DluLCllICut. iO UIOUIUUIVU Vil/VrU Xj'I ij.V-U.il Jf LU U1UOV/ vv/x i i UL/llWJI aLv> 

referenced in the ‘SCOPE’ section as well as posted on the DOJ 

Directives electronic repository (SharePoint). 

APPROVED BY: 

Eric H. Holder, Jr. C\ . « . 

Attorney General - 


l 

I 
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U.S. Department of Justice 
Policy Statement 1200.03 

ACTION LOG 

All DOJ directives are reviewed, at a minimum, every five years and revisions are made as 
necessary. The action log records dates of approval, recertification, and cancellation, as well as 
major and minor revisions to this directive. A brief summary of all revisions will be noted. In 
the event this directive is cancelled, superseded, or supersedes another directive, that will also be 
noted in the action log. 


Action 

Authorized by Date 

Summary 

Initial Approval 

Eric H. Holder, Jr. 0 ct. 2 3, 2014 
Attorney General 

Establishes under DOJ’s 
Directives Program the policy 
and procedures for pro bono 
legal activity, including the use 
of administrative leave. 


AMERICAN 

^OVERSIGHT 
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U.S. Department of Justice 
Policy Statement 1200.03 




GLOSSARY OF TERMS 


DEFINITIONS 


| Term 

Definition 

Administrative 

Leave 

Excused absence from duty without loss of pay or charge of leave. 

Approved Pro Bono 
Activity 

An outside activity which has been approved according to the 
procedures and requirements provided in this document. 

Business Hours 

Designated hours during which an employee is on duty. 

General Approval 

Approval of a legal services program given by a component head to 
permit employees in that component to participate in opportunities 
offered by that legal services program. Employees must still seek 
individual approval from their direct supervisors and the component’s 
Designated Agency Ethics Officer. 

Non- 

Representationai 

Activity 

A pro bono activity in which the attorney does not enter into an 

ongoing attorney-client relationship and does not sign a retainer 
agreement with the client. Brief advice clinics are an example of a 
non-representational activity. 

Pro Bono Legal 
Services 

Outside activity in the provision of legal services performed without 
compensation and include, but are not limited to, the provision of legal 
services for: 1) persons of limited means or other disadvantaged 
persons; 2) charitable, religious, civic, community, governmental, 
health, and educational organizations in matters that are designed 
primarily to address the needs of persons of limited means or other 
disadvantaged persons, or to further their organizational purpose; 3) 
individuals, groups, or organizations seeking to secure or protect civil 
rights, civil liberties or public rights; or 4) activities seeking to 
improve the law, the legal system, or the legal profession. “Performed 
without compensation” means that no person or organization may be 
compensated for the employee’s time, e.g,, fees may not be sought by 
anyone for a Department attorney’s services in a pro bono case 

Representational 

Activity 

A pro bono activity in which the attorney enters into an ongoing 

attorney-client relationship and signs a retainer agreement for a 
specific task on behalf of the client. 
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ACRONYMS 


Acronym Meaning 


DOJ Department of Justice 


OPM Office of Personnel Management 


DDAEO Deputy Designated Agency Ethics Official 
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U.S. Department of Justice 
Policy Statement 1200.03 


I. Policy 


Given the significant unmet need for legal and other community services in the nation, it is the 
policy of the Department of Justice (DOJ or Department), to encourage and support efforts by 
Department employees to provide pro bono legal and related volunteer services within their 
communities consistent with applicable federal statutes and regulations governing conflicts-of- 
interest and outside activities. While service in the Department is one of the highest forms of 
public service, the Department further strives to increase access to justice for all and to 
strengthen our communities. To this end, the Department encourages its employees to set a 
personal goal of at least 50 hours per year of pro bono legal service. See American Bar 
Association Model Rule 6.1. 

II. Limitations on Pro Bono Legal Services 

A. Genera] Procedures 


An employee seeking to engage in any pro bono legal services must follow agency 
procedures governing participation in outside activities, and should consult with his 
or her Deputy Designated Agency Ethics Official (DDAEO) (all references to 
"DDAEO" are meant to include other ethics officials in the component who have 
been designated by the DDAEO to provide ethics advice) regarding the prior approval 
requirements that are set forth below. See 5 C.F.R. § 3801.106. 


1. Standards for Approval . In general, approval of an employee's request to engage 
in pro bono legal work shall be granted if the work would not: 

a. violate any federal statute, rule or regulation, including, for example, 18 
U.S.C. § 202, et seq. (Federal Conflict of Interest Laws); 5 C.F.R. Part 2635 
(Standards of Ethical Conduct for Employees of the Executive Branch); or 5 
C.F.R.§ 3801.106 (rule governing outside employment by DOJ employees); 

b. interfere with the proper and effective performance of the employee's official 
duties, including the time and availability requirements of his or her position, 
see 5 C.F.R. § 2635.705; 

c. create or appear to create a conflict of interest, see Section II.C. below; or 

d. cause a reasonable person to question the integrity of the Department's 
programs or operations. 

2. Approval Procedures . Participation by an employee in pro bono legal services 
requires prior approval from the component head, and, in rare circumstances, a 
waiver from the Deputy Attorney General. See 5 C.F.R. § 3801.106(b). The 
procedures for obtaining approval differ depending on (a) whether the pro bono 
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activity has been "generally approved” by the component head, and (b) whether 
the pro bono activity is representational or non-representational in nature. 
Employees with questions about any of the procedures set forth below should 
consult with their DDAEO. 

a. Activities That Have Been Generally Approved : Component heads may 
designate some pro bono legal services and legal services referral programs as 
"generally approved" for employees in their components. The designation of 
an activity or program as "generally approved" indicates that employees in the 
component have permission to engage in these services, or seek referrals from 
these programs, without having to seek further permission from their 
component head. In the case of non-representational activities, such as walk-in 
clinics, the general approval conferred by the component head covers the 
employee's participation in the activity as well as minimal follow-up activity 
such as providing information, making phone calls for the client, or making a 
referral for further assistance. In the case of referrals from legal services 
organizations, the general approval conferred by the component head permits 
the employee to seek cases from the programs; however, in order to accept a 
case for representation, the employee must also obtain a case-specific 
approval as is described infra. 

Component heads are encouraged to designate some services and programs as 
generally approved because it shortens the approval process for pro bono 
work and makes it easier for employees to participate in pro bono legal 
services. General approval is appropriate where the issues likely to arise 
during the employee's participation generally do not present an obvious 
conflict for employees in the component and where the sponsoring 
organization provides malpractice insurance for volunteers. 

b. Activities That Have Not Been Generally Approved : It is possible for an 
employee to engage in pro bono legal services, or accept cases from legal 
services referral programs, that have not been designated as generally 
approved by his or her component head. In order to do so, the employee must 
seek approval from his or her component head through his or her DDAEO and 
supervisor, as is described infra. 

3. A pproval Requirements . Pro bono legal services fall into two categories: non- 
representational activities and representational activities. The necessary approvals 
for each activity are as follows. 

a. Non-Representational Activities : In order for an employee to engage in a non- 
representational activity such as a walk-in clinic or a legal rights workshop, he 
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or she must have approval from his or her component head. If the activity has 
been "generally approved," the employee does not need to seek any further 
approval in order to participate in the program and to perform minimal follow¬ 
up activities. Nonetheless, the employee must give notice of his or her 
participation to his or her DDAEO and supervisor, and be provided with a 
summary of the rules governing participation in the pro bono legal services. 

If the activity has not been generally approved by the component head, the 
employee must obtain approval from his or her component head through his or 
her DDAEO and supervisor. 

b* Representational Activities : In order for an employee to represent a client in a 
pro bono case, the employee must obtain approval from three individuals: (1) 
the component head; (2) the DDAEO; and (3) the employee’s supervisor. If 
the legal services organization referring the pro bono case has been designated 
as "generally approved" by the component head, the employee does not need 
further approval from the component head to accept the case for 
representation. However, the employee still needs to obtain written case- 
specific approval from his or her DDAEO and supervisor before proceeding. 
The purpose of case-speci fic approval is to ensure that the specific case that 
the employee wishes to accept does not present any conflicts or other issues 
that would preclude representation. General approval by the component head 
does not obviate the need for this case-specific approval. 

If the employee wishes to accept a case from a legal services referral program 
that has not been generally approved by the component head, he or she must 
obtain casb-specific approval from the component head as well as the 
DDAEO and supervisor. The employee should consult with the DDAEO for 
assistance seeking approval from the component head. 

Written requests for case-specific approval must include the facts and issues 
in the specific case and state whether the employee/legal services program has 
malpractice insurance. The approvals must reflect a case-specific conflicts 
check, acknowledgment of the applicable rules and acknowledgment of the 
need to seek supervisory approval for any duty time/annual leave that may be 
needed to represent the client. 

4. Where an employee has been denied approval to perform pro bono legal services, 
the employee can seek automatic review by the component head. 


i 
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B. Prohibited Activities and Conflicts of Interest 

1 • General Standard . Department employees may not engage in pro bono legal 
services that create or appear to create a conflict of interest with their work for the 
Department. Under the Standards of Ethical Conduct for Employees of the 
Executive Branch, 5 C.F.R. Part 2635, and the Department's supplemental 
standard of conduct, 5 C.F.R. § 3801.106, a conflict of interest generally exists 
where the services would: 

a. require the recusal of the employee from significant aspects of the employee's 
official duties, see 5 C.F.R. § 2635.802(b); 

b. create an appearance that the employee's official duties were performed in a 
biased or less than impartial manner, see 5 C.F.R. § 2635.502; or 

c. create an appearance of official sanction or endorsement, see 5 C.F.R. § 
2635.702(b). 

2. 18 U.S.C. $ 205 . With limited exceptions, outside activities may not include the 
representation of third parties before the federal government. See 18 U.S.C. § 205. 

3. Criminal Representation . Under the Department's outside employment regulation, 
employees are prohibited from participating in outside employment that involves 
any criminal or habeas corpus matter, whether Federal, state or local. See 5 
C.F.R. § 3801.106(b)(ii). There may be cases where a criminal issue or criminal 
conduct may be related to the case, but is attenuated from the matter for which the 
DOJ attorney seeks to provide services. In these circumstances, it may be 
appropriate for the employee to participate in the matter, but specific approval 
from the Deputy Attorney General may be necessary. Employees who wish to 
seek such approval, or have any questions as to whether their case requires 
approval, should contact their DDAEO. 

4. Matters Involving the Department of Justice . Department employees are 
prohibited from participating in outside employment that involves litigation, 
investigations, grants or other matters in which the Department of Justice is or 
represents a party, witness, litigant, investigator or grant-maker. See 5 C.F.R. § 

3801.106(b)(iii). This prohibition may be waived by the Deputy Attorney General 
under certain limited conditions. Employees should contact their DDAEO if they 
wish to request a waiver. 
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'i 5. Responsibility for Conflicts Check . 

a. The component head or the component head’s designee will be responsible for 
ensuring that a conflicts check is completed for pro bono legal services prior 
to approving such services. Every pro bono case must receive a case-specific 
conflicts check before it is accepted, whether the attorney has taken it on 
through a generally approved pro bono activity or another program. 

b. The Department employee will be responsible for ensuring that his or her pro 
bono legal services do not present a conflict of interest and do not otherwise 
violate any applicable statute or regulation. 

The issue of conflicts should be determined by reference to the government¬ 
wide standards of conduct, 5 C.F.R. Part 2635 (particularly §§ 2635.801 - 
.802), and the Department’s supplemental standard of conduct, 5 C.F.R. § 
3801.106. 

Application of these standards of conduct necessarily will involve the exercise 
of judgment. These judgments likely will differ from one component and 
situation to another. For this reason, each component is asked to work with the 
Pro Bono Manager, see Section V, and the Department’s Designated Agency 
) Ethics Official (DAEO) in setting its own component-specific conflict 

standard. If a volunteer has questions about conflicts, he or she should consult 
his or her DDAEO. The Pro Bono Manager is also available for consultation. 
See Section V. 


Hatch Act Policy: Outside activity by Department employees must comport with the 
Hatch Act (5 U.S.C. §§ 7323(a) and 7324(a)), 5 C.F.R. Part 734, and with the Deputy 
Attorney General's July 14, 2014, memoranda delineating the Department's policy 
concerning political activities by employees. Department policy holds all political 
appointees to the restrictions of 5 C.F.R. Part 734, subpart D. 

Non-Representational Assistance : Department employees may provide non- 
representational assistance without compensation, such as assistance in the filling out 
of forms for persons seeking government benefits, and may assist in the preparation 
of tax returns without compensation (e.g., through the Voluntary Income Tax 
Program), provided that the services satisfy the approval requirements of Section 
II. A. of this Policy Statement and do not present a conflict of interest, as addressed in 
Section II.B. In matters in which the Department is or represents a party, witness, 
litigant, investigator, or grant-maker, a waiver from the Deputy Attorney General 
must be obtained. 
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C. Additional Considerations 

1. Malpractice Coverage . Before agreeing to meet with or accept a pro bono legal 
client, a Department attorney should determine whether the referring pro bono 
program or organization has a malpractice insurance policy that covers volunteer 
attorneys. The Department does not provide malpractice coverage for pro bono 
work. Immunities that may be granted to government attorneys in the 
performance of their official duties do not extend to pro bono work because 
attorneys providing pro bono legal services are not acting in their official 
capacity. Therefore, the Department strongly encourages Department attorneys to 
work with a legal services provider that carries malpractice insurance. 

2. Restrictions on the Unauthorized Practice of Law . Generally, attorneys 
performing pro bono work must be licensed in the jurisdictions where they are 
practicing. A few jurisdictions have exceptions to this rule. Attorneys should 
consult with the Pro Bono Program Manager, their Professional Responsibility 
Officer, the Professional Responsibility Advisory Office, or their state bar 
association to determine whether they are authorized to engage in pro bono work 
in specific jurisdictions. 

III. Use of Official Position or Public Office 

Department employees who provide pro bono legal services may not indicate or represent in any 
way that they are acting on behalf of the Department of Justice or in their official capacity. The 
incidental identification of an employee's position or office — for example, when an office 
number and street address are not sufficient to ensure mail delivery or when receiving a 
telephone call or using e-mail -- is not prohibited. 

A Department employee may not use office letterhead, agency or office business cards or fax 
cover-sheets, or otherwise identify himself or herself as a Department employee in any 
communication, correspondence, or pleading connected with pro bono legal. When using 
external e-mail, the employee should indicate that the e-mail is being sent in his or her personal 
capacity and not in his or her official capacity as a Department of Justice employee. 

A Department attorney is responsible for ensuring that there is no misunderstanding by the 
client, any opposing parties, or others involved in a pro bono case, that the attorney is acting in 
his or her individual capacity as a volunteer, and is not acting as a representative of, or on behalf 
of, the Department. 
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IV. Use of Agency Resources 
A. Hours of Work 

Department employees are encouraged to seek pro bono legal services opportunities 
that can be accomplished outside their scheduled working hours. However, pro bono 
legal services may sometimes occur during work hours. Supervisors are urged to be 
flexible and to accommodate, where feasible, the efforts of their employees to do pro 
bono legal work. Employees seeking to participate in pro bono legal services during 
work hours may also be granted leave without pay, annual leave, or, in limited 
circumstances, administrative leave, as explained further below. When considering 
employee requests for leave to engage in pro bono legal services, supervisors should 
give due attention to the effect of the employee's absence on office operations. A 
supervisor’s personal views regarding the substance of the pro bono legal services 
may not influence the decision to grant an employee's request to engage in pro bono 
legal services during hours of work. 

Administrative Leave. Performing pro bono legal services is a professional duty for 
all attorneys. It also enhances the skills which Department attorneys use in their work 
for the Department. The majority of pro bono legal services can typically be 
performed on the attorneys’ own personal time during evenings and weekends. 
However, some tasks, such as court appearances and mediations, cannot be done 
outside of business hours and thus require some form of leave. To support the 
fulfillment of this professional duty, the Department provides 30 hours per year of 
administrative leave for approved pro bono activity that cannot be accomplished 
outside of business hours for all attorneys and legal staff 

Supervisors will consider the following factors when reviewing a request for 
administrative leave for approved pro bono activity: First, the supervisor will 
determine whether the activity cannot be accomplished outside of business hours. 

For example, if the activity, such as a court appearance or meditation, can only be 
scheduled during business hours, then this criterion is met. Second, the supervisor 
will determine whether the employee has already received 30 or more hours of 
administrative leave for approved pro bono activity during that calendar year. If not, 
then this criterion has been met. 

Administrative leave must not be granted for pro bono legal services that directly 
benefit an employee or those with whom an employee has a personal relationship. 


\ 
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B. Use of Office Equipment 

As a general rule, employees may use government property only for official business 
or as authorized by the government. See 5 C.F.R. §§ 2635.101(b)(9), .704(a); see also 
28 C.F.R. § 45.4. Department policy authorizes the following personal uses of 
government office and library equipment and facilities: 

1. personal uses that involve only negligible expense to the government (such as 
electricity, ink, small amounts of paper, and ordinary wear and tear) and that does 
not interfere with the conduct of official business of others; and 

2. limited personal telephone and fax calls to locations within the office's 
commuting area, or that are charged to non-government accounts. 

When office computers, printers and copiers are used in moderation, there is only 
negligible additional expense to the government for electricity, ink and wear-and-tear. 
Such use, therefore, is authorized as long as only small amounts of paper are involved 
and as long as the use does not interfere with official business. Employees should 
contact their supervisor if there is any question whether an intended use involves 
"negligible" expense or "small amounts" of paper. 

Research and Electronic Databases : This policy does not authorize the personal use of 
commercial electronic databases when there is an extra cost to the government. 
However, use of research tools which do not incur any additional cost to the 
Department, such as Westlaw and LEXIS, is authorized; employees should identify 
the client or project as "pro bono" or "volunteer." In addition, research using the 
library's books or microfiche is authorized, as it involves only negligible additional 
expense to the United States. 

Telephones and Fax Machines : This policy also authorizes limited personal 
telephone/fax calls to locations within the office's commuting area, or that are 
charged to non-government accounts (e.g., personal telephone credit cards). Again, 
such use must not interfere with official business, and supervisors should be 
consulted if there is any question as to whether such use is in fact "limited." 

E-Mail and Internet Services : This policy allows limited use of Department e-mail 
and Internet services. For example, employees may use internal e-mail to consult with 
the Pro Bono Program Manager, the component representative, their DDAEO, or 
another DOJ employee also working on a case or volunteer matter. Occasional 
individual e-mails to colleagues on a question related to pro bono legal services are 
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also permitted, as are group or broadcast e-mails by pro bono component 
representatives and the Pro Bono Program Manager. Reasonable use of external e- 
mail is also permitted, as long as employees indicate that the e-mail is sent in their 
personal, rather than official, capacity. With respect to Internet use, employees should 
be familiar with the Department’s policies concerning Internet use since there are 
additional security, confidentiality and other considerations that apply to Internet use. 
Employees may consult with their DDAEO or their pro bono representative about 
such policies. 

This pro bono policy does not override statutes, rules, or regulations governing the 
use of specific types of government property or services, such as e-mail, long distance 
telephone service, or the Internet. It may be revoked or limited at any time by any 
supervisor or component for any business reason. Components may have more 
specific rules about personal use of government property that would also apply to pro 
bono work. Any employee who has questions about the application of this section to 
any particular situation should consult his or her supervisor. 

In using government property, employees must be mindful of their responsibility to 
protect and conserve such property and to use official time in an honest effort to 
perform official duties. See 5 C.F.R. §§ 2635.101(b)(9),704(a),705(a). 

C. Clerical Support 

Pro bono legal services are not official duties and may not be assigned to or 
otherwise required of support staff. 

It may be coercive to ask subordinate employees if they will volunteer to help 
perform pro bono legal or volunteer services, e.g., the typing of briefs or documents. 
See 5 C.F.R. § 2635.705. On the other hand, support staff may wish to volunteer their 
services. The Pro Bono Program Manager has a central pool of support staff who are 
willing to volunteer to support pro bono legal or volunteer projects. See Section V. 

V. Administration of Pro Bono Program 

A. Pro Bono Committee 


A Pro Bono Committee has been established to oversee the implementation of the 
Department’s Policy Statement. The Committee is chaired by the Pro Bono Program 
Manager, see below, and includes representatives from all components within the 
Department. The Committee meets on a regular basis, facilitates the distribution of 
information on pro bono opportunities, answers questions regarding pro bono 
participation, and supports the Department’s participation in some pro bono activities. 
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Each component will appoint an individual as Pro Bono Committee Representative to 
publicize and coordinate pro bono activities within the component and office and to 
refer persons to the component's DDAEO for conflicts advice. The duties of the Pro 
Bono Committee Representatives shall include regular attendance at Committee 
meetings and distribution to component employees of materials that are obtained at 
meetings. 

B. Pro Bono Program Manager 

The Pro Bono Program Manager develops and publicizes pro bono legal services 
opportunities in order to facilitate an increase in such activities throughout the 
Department. The Program Manager works with U.S. Attorneys’ Offices and all 
Department components in the development of office-specific pro bono programs. 

The Program Manager chairs the Department Committee that includes representatives 
from all components. 

VI. Disclaimer 

This Policy Statement is intended only to encourage increased pro bono legal and related 
volunteer activities by Department employees, and is not intended to create any right or benefit, 
substantive or procedural, enforceable at law by a party against the United States, its agencies, its 
officers, or any person. 

The United States and the Department of Justice will not be responsible in any manner or to any 
extent for any negligent or otherwise tortious acts or omissions on the part of any Department 
employee engaged in any pro bono or volunteer activity. While the Department encourages pro 
bono and volunteer activities by its employees, the Department exercises no control over the 
services and activities of employees engaged in pro bono or volunteer activities, nor does it 
control the time or location of any pro bono or volunteer activity. Each employee is acting 
outside the scope of his or her employment whenever the employee participates, supports or 
joins in any pro bono or volunteer activity. 
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MOST COMMONLY ASKED QUESTIONS ABOUT THE 
DEPARTMENT OF JUSTICE’S PRO BONO POLICY 


I. Definitions and Limitations 


What types of services may I provide under the policy? 

Pro bono legal work and volunteer services are broadly defined to include many different 
types of activities performed without compensation. Examples include, but are not 
limited to, services to persons of limited means or other disadvantaged persons, 
assistance to charitable, religious, civic, community, governmental, health, and 
educational organizations, services to individuals or groups seeking to protect civil rights, 
civil liberties or public rights, and activities seeking to improve the law or legal system. 

What types of pro bono and volunteer services are prohibited? 

You may not provide services that involve criminal or habeas corpus matters, whether 
federal, state, or local, or the representation of a third party before the federal 
government. In addition, any service that would conflict with your official duties is also 
prohibited. (See questions below on conflicts of interest.) 

May I provide services to political organizations? 

Yes, however, you must comply with the restrictions of the Hatch Act (5 U.S.C. § 7234) 
and the Department’s policy concerning political activities by high-level and political 
appointees. It should be noted that the Office of Personnel Management has stated that it 
would be inappropriate to grant administrative leave to employees to engage in partisan 
political activities. Also, because partisan political activity is subject to more restrictive 
rules than other non-official activity, no partisan political activity may take place on 
government time or by using government property. See 5 C.F.R. Part 734. 

May I represent someone in an action against the United States? 

No. 18 U.S.C. § 205 prohibits you from representing another person before any court or 
agency of the United States, in a matter in which the United States is a party or has a 
direct and substantial interest. There are limited exceptions for representing your 
immediate family (spouse, child, and parents), fellow employees in personnel 
administration proceedings, and certain employee organizations in limited circumstances. 

May I assist persons seeking government benefits? 

Yes, in limited ways. You may provide non-representational assistance, such as filling 
out forms for a person seeking government benefits. However, you should be mindful 
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that you may not contact a federal agency, with the intent to influence, on behalf of 
another person except those persons permitted by 18 U.S.C. § 205(e). You may not 
represent a third party before any government agency. 

May I prepare income tax returns? 

Yes, however, you are prohibited from representing another person before the IRS in 
connection with a tax return. 

May I assist family and friends? 

Yes, provided the services you are providing fall within the definition of pro bono and/or 
volunteer services and you are not receiving compensation. 

NOTE: Some components permit employees to represent family and friends in non-pro 
bono matters as long as the United States is not a party and the matter is not criminal in 
nature. You should contact your Deputy Designated Agency Ethics Official (DDAEO) if 
you would like to represent a family member or friend and the representation does not 
fall within the definition of pro bono or volunteer services. 


II. Use of Position and Agency Resources 

May I use my official position in connection with my pro bono and/or volunteer services? 

No. You may not indicate or represent in any way that you are acting on behalf of the 
Department, or in your official capacity, when providing pro bono or volunteer services. 

May I use office letterhead or my business cards? 

No. You may not use office letterhead, business cards, fax cover sheets, etc., or 
otherwise identify yourself as a Department employee in any communication, 
correspondence, or pleading. 

May I give out my office address and telephone number? 

Yes. The incidental identification of your official position or office (for example, when a 
street address is not sufficient to ensure mail delivery, or when receiving a telephone call) 
is not prohibited. 

May I use the telephone and fax machine? 

Limited telephone and fax calls to locations within the office's commuting area, or that 
are charged to non-government accounts, are permissible. However, you should be 
mindful that such use must not interfere with official business. 
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May I use e-mail or the internet? 


You may use internal e-mail to consult with your pro bono committee representative, 
your DDAEO, or other DOJ employees with whom you are working on a case or 
program. Occasional individual e-mails to colleagues on a question related to a pro bono 
matter are permitted, but no group or broadcast e-mails are permitted. Reasonable use of 
external e-mail is also permitted as long as you indicate that the e-mail is sent in your 
personal, rather than official, capacity. You may also use the Internet but should first 
familiarize yourself with the Department’s policies concerning Internet use since there 
are security, confidentiality and other considerations that may apply. 

May I use government property in connection with my services? 

Yes, consistent with general DOJ policy. 28 C.F.R. Part 45-4 permits the personal use of 
government equipment and facilities provided there is only a negligible cost to the 
government (such as electricity, ink, small amounts of paper, and ordinary wear and tear). 
When office computers, printers, and copiers are used in moderation, there is only 
negligible cost to the government as long as only small amounts of paper are involved 
and the use does not interfere with official business. You should contact your supervisor 
if there is any question about whether your use is "negligible." 

) May I ask my secretary to assist me? 

No. Pro bono and volunteer services are not official duties and may not be assigned to or 
required of support staff. 

What if my secretary offers to help? 

The Pro Bono Manager has a central pool of support staff who are willing to provide 
clerical services. Your secretary should contact her to join the pool. 

May I use Westlaw and other electronic computer databases? 

You may use Westlaw and Lexis when engaging in pro bono services, but after you log 
on with your name, you must identify the client or matter as "pro bono." You may not 
use other electronic computer databases for which the Department is charged. It is 
recommended that pro bono volunteers use the free online resources, such as 
www.prpbono.net and www.lawhelp.org . before beginning Westlaw or Lexis searches. 
These free resources have information compiled for pro bono attorneys and are a more 
efficient use of time. 
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May I participate in pro bono and/or volunteer services on government time? 


You are encouraged to seek pro bono and volunteer opportunities that can be 
accomplished outside of your scheduled working hours. However, activities may 
sometimes occur during the work day. Supervisors are urged to be flexible and to 
accommodate, where feasible, efforts of employees to do volunteer work. You may be 
granted annual leave, leave without pay, or may be permitted to make up any time you 
are away from the office. 

May I be given administrative leave? 

The Department’s Pro Bono Policy provides for 30 hours per year of administrative leave 
for approved pro bono activity that cannot be accomplished outside of business hours. 

Pro Bono Policy Part IV.A. Such activity might include court appearances or mediations, 
which are scheduled only during business hours. When reviewing a request for 
administrative leave for pro bono activity, supervisors will consider whether the activity 
cannot be accomplished outside of business hours and whether the attorney has already 
received 30 hours of administrative leave per year. 

III. Conflicts of Interest 

Who should I talk to about any possible conflicts of interest? 

Your Deputy Designated Agency Ethics Official (DDAEO). 

What constitutes a conflict of interest? 

Any activity that would: 

1. Violate any federal statute, rule, or regulation, including for example, 18 U.S.C. § 
201 et seq. and the Standards of Conduct at 5 C.F.R. § 2635; 

2. Interfere with the proper and effective performance of your official duties, 
including time availability; 

3. Cause a reasonable person to question the integrity of the Department’s programs 
or operations; 

4. Require your recusal from significant aspects of your official duties; 

5. Create an appearance that your official duties are being performed in a biased or 
less than impartial manner; or 

6. Create an appearance of official sanction or endorsement. 
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Must I get approval to provide pro bono and/or volunteer services? 

YES. An employee seeking to engage in any pro bono legal work or volunteer services 
must follow his or her component’s procedures for outside activities. You should consult 
with your DDAEO regarding approval requirements. 

As a general matter, all outside practice of law must be approved by an employee’s 
component head. Specific approval procedures differ depending on the nature of the 
activity. The policy lays out in detail the procedures for different activities. If an activity 
has been “generally approved” by your component head (see explanation below), the 
approval process is more streamlined. If an activity has not been “generally approved,” 
you will need to work with your supervisor and DDAEO to get component head approval 
before undertaking such work. Ask your component’s pro bono representative to guide 
you through the approval process in your component. 

Are there any pro bono activities that have received prior approval? 

Each component may choose to “generally approve” certain programs for employees in 
the component. General approval of an activity makes it easier for employees to 
participate and streamlines the approval process. You should contact the pro bono 
representative in your component to find out which activities have been “generally 
approved” in your component. 

Keep in mind that you can participate in activities that have not been “generally 
approved.” You will just need to get your component head’s permission before doing so. 

If my request to do pro bono work is denied, to whom do I appeal the denial? 

If your request is denied by your component head's designee, you can automatically 
appeal the decision to your component head. Ask your DDAEO for assistance making an 
appeal. 

IV. Miscellaneous 

Must my client sign a retainer? 

Yes. All clients must sign a retainer letter acknowledging the fact that you are acting in 
your individual capacity and not on behalf of the Department. The Pro Bono Program 
Manager has a sample retainer. 

What about malpractice coverage? 

The Department does not provide malpractice coverage. Generally, volunteer programs 
organized by the local bar or more established referral programs provide malpractice 
coverage. The Pro Bono Manager will have information regarding which programs 
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provide coverage. 


May I participate if I am not a member of the local Bar? 

You must be licensed in the jurisdiction where you seek to do pro bono work unless there 
is an exception provided in the local Bar rules. Three jurisdictions currently have such an 
exception: the District of Columbia, Illinois, Colorado, and Maryland. 

DC Court of Appeals Rule 49. Under D.C. App. Rule 49, federal government attorneys 
who are not members of the D.C. Bar may provide legal counsel without fee provided 
that such a matter is assigned or referred to the attorney by an organization that provides 
legal services to the public without fee, the attorney is a member in good standing of 
another bar, the attorney provides the service without fee, and the attorney is supervised 
by an enrolled, active member of the District of Columbia Bar. Please contact your Pro 
Bono committee representative or the Pro Bono Program Manager for more information. 

Illinois Rules Governing the Legal Profession and Judiciary - Rule 756(j) - 
http://www.iardc.Org/rulessct.html#Rule 756. 

Colorado Court Rules Governing Admission to the Bar Rule 223. 
www.coloradosupremecourt.com/pdfs/Regulation/Rule 223.PDF . 

Maryland Rules of Procedure, Rules Governing Admission to the Bar of Maryland, Rule 
15. Order (effective January 2016) approving rule at 
http://mdcourts.gov/rules/rodocs/187thro.pdf (pages 319-324). 


What happens if I leave the Department while I am engaged in a pro bono case? 

When you take a pro bono case, you enter an attorney-client relationship. If you leave 
the Department, you are required to either take the case with you or make arrangements 
for continuity of representation. You should contact the referring organization, your pro 
bono representative and/or the Pro Bono Program Manager if you feel that you need to 
transfer the case. They may be able to assist you. 

Is there a committee within the Department to oversee this program? 

Yes. A Pro Bono Committee has been established to oversee the implementation of the 
program. The committee is chaired by the Pro Bono Program Manager and includes 
representatives from all Department components. The Pro Bono P rogram organizes pro 
bono opportunities, events and activities to help employees get involved, and assists 
employees with the approval process set out in the Policy. 

How do I find out who my pro bono representative is? 
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Call the Pro Bono Program Manager, Laura KJein at (202) 353-7529 or e-mail 
Laura.F.Klein@usdoj.gov. 

Prepared by the Departmental Ethics Office, Justice Management Division, as general guidance 
for activities under the Department of Justice Pro Bono Program, and updated by the Pro Bono 
Program Manager. Please refer to the Pro Bono Policy Statement (Oct. 23, 2014), DOJ Property 
Rule (28 C.F.R. Part 45.4), your Pro Bono Committee Representative, and your DDAEO for 
further advice. 

2/15 
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U.S. Department of Justice 



Justice Management Division 
EMPLOYEE ASSISTANCE PROGRAM 

The Justice Management Division’s Employee Assistance Program (EAP) provides 
confidential counseling and information and referral services designed to help 
employees, managers, and organizations meet life challenges and remain healthy, 
engaged, and productive. EAP services are available to all DOJ employees and their 
immediate family members. If you are a supervisor, the EAP can assist you with 
managing employees who have conduct or performance issues. Participation in the 
EAP is always voluntary. 

The EAP can address your concerns during counseling sessions, or they will refer you 
on to appropriate community resources, counselors, and other programs. The EAP can 
assist you with coping with a variety of concerns, including; 

Life changes - divorce, new job, new baby, aging parents, grief and loss, 
retirement. Additional resources including childcare and eldercare referrals 
and financial and legal consultations may be available through our Work Life 
coordinator at https://doinet.doj.KOv/imd/hr/topics/worklife- 
coordinators.nhp 

Life challenges - drug and alcohol abuse, depression, eating disorders mental 
illness 

- Job stress and burnout 

- Coping with traumatic events 

Confidentiality: All contacts between an EAP counselor and a DOJ 
employee are confidential and will not be shared without the employee’s written 
permission. Confidentiality is excepted in instances when there is a medical 
emergency, or where a client is been determined to be a danger to himself/herself or 
to others, and in instances where child, elder or spouse abuse has occurred, as 
required by state law. If you are referred in writing to the EAP, your attendance at 
an initial EAP session may be confirmed. 


No Impact on Security Clearance: Going to the EAP in and of itself will not affect 
your security clearance. The EAP is a confidential service and does not report to 
security. If you are referred for substance abuse treatment and/or mental health 
counseling, you may be required to self-report. However, the fact that you sought help 
through the EAP will be considered favorably. Please note that in terms of required 
disclosure, the SF-86 form exempts you from having to report any counseling related 
to strictly marital, family, grief not related to violence by you; or strictly related to 
adjustments from service in a military combat environment." 


Free Services. EAP services are free. Depending on the scope of your issue, you may 
receive up to 8 sessions with a licensed clinician at no cost. When possible, the EAP 
can also refer you to a clinician who will accept your health insurance. 


Time Off for Sessions: You may consult with an EAP counselor during official duty 
hours without charge to leave, with your supervisor’s permission. Time off includes 
associated travel time. 


How to Contact the EAP: 

Karen Ramey, LCSW-C, (202) 514-1846 or 1-800-626-0385 
EAP Administrator 


Visit the DOJ EAP website: https://doing, cioj. sov/imd/hr/ean nh, 
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Counseling and support services 

for 

Employees and their families 


Employee Assistance Program 

Justice Management Division 
http://www.usdoi.gov/imd/ps/eanbrochure.hfm 

The Justice Management Division (JMD) offers free private and confidential Information 
and Referral and short term mental healthy occupational andfinancial counseling 
services to Justice employees, through the Employee Assistance Program (EAP). This is 
a wonderful service provided by licensed counselors. What makes this service such a 
great resource is its available any where in the country, either near an employee’s home 
or work and is also available to an employee’s spouse or significant other, dependent 
children, and parents. In addition, those employees or family members who prefer 
telephonic counseling may request it as an alternative to traditional face-to-face 
counseling. Need information about health care, elder care, child care or about the 
Department of Justice in general, call the EAP for assistance. 

How it Worlts 

Two licensed counselors out of their Washington, D.C. office manage the program. 
Employees in the Washington, D.C. area may elect to request an appointment at the DC 
office, which is located at the National Place Building, 1331 Pennsylvania Ave. NW, 
Room 1167. Persons interested in contacting the EAP or to make an appointment can 
call (800)626-0385. Persons needing services before or after normal business hours (7:00 
a.m. to 4:30 p.m. M-F) can contact an EAP counselor by contacting the on call counselor 
at (202)532-3435. Additional information regarding the EAP and a wealth of other 
information is also available on the EAP web site as noted above. Employees and their 
family members, who prefer to be seen in the evening or on a Saturday morning, may 
request such appointments and arrangements will be made to assign a licensed counselor 
at a convenient office location within 48 hours or sooner. Once a therapist has been 
assigned the employee or family member will be contacted with the name of their 
counselor and an appointment time. 

Financial Counseling 

The EAP also provides financial counseling in person and over the phone. The financial 
counseling addresses basic financial concerns such as budgeting, developing an 
accelerating debt pay off plan, and addressing credit problems that may be compromising 
an employee s peace of mind or their security clearance. When needed, the EAP refers 
employees out for additional assistance. Employees interested in financial counseling 
may make an appointment in person or by phone at the Washington, D.C. office during 
normal business hours, or in the evening and weekends by phone. At the end of the 
financial counseling session, the employee receives a copy of their budget plan or 
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acceleration plan both as a hard copy print out and as an Excel Budget file, to'permit 
modifications on the provided spreadsheet. 


Confidentiality 

Employees and family members (client) who share personal information with EAP 
counselors are assured that their personal information will be held in confidence. No 
information may be shared with any outside party without the expressed written consent 
of the client. Three years after the last contact is made by a client, the EAP destroys the 
record. Exceptions to confidentiality apply only when an employee is a danger to 
themselves or to others or otherwise as directed by law. 

Information and Referral 

Another great service offered by the EAP is that it will conduct health related and other 
social services research for callers, saving time, frustration and energy. Persons needing 
referrals for child care, emergency child care, elder care, end of life services, care giver 
resources, mental health counselors, psychiatrists, and virtually any social services can 
request the EAP to research available resources in any part of the country. The EAP 
attempts to provide the requested information as soon as possible but not more than 48 
hours after the request was made. 

Presentations 

Managers interested in stress management, time management, team building and other 
work enhancing presentations, need only call the EAP at the above number to request a 
presentation. Most presentations are free to the requesting office. Before a presentation 
or an activity is carried out, the EAP will determine what the requesting office’s 
objectives are, who will be in attendance (managers vs. general audience) how many 
persons are anticipated, the time allotted for the activity and where and when they hoped 
to hold the presentations. Once the details are worked out an EAP presenter is assigned 
and all the related handouts are assembled by the EAP. 

Grief and Traumatic Incident Management 

At any given time, an employee may experience the death of a child, parent, spouse, or a 
fellow employee. Such losses unfortunately happen, and the EAP is available to assist by 
providing grief counseling. Managers, supervisors and friends can be a source of support 
and where appropriate encourage those who have suffered a loss to contact the EAP to 
assist them in their time of loss. 

On a larger scale 9/11 has taught us that loss of life and injury to federal employees can 
happen, at any time or place. In the event employees are inured or killed in the line-of- 
duty, managers should contact the EAP to determine if counselors should be made 
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available to suite the situation and employee needs. Counselors can be sent to the 
affected office or be set up in a designated building or make house calls to affected 
employees to deliver services and support. When time is of the essence, especially after 
hours, EAP counselors should be contacted by dialing (202)532-3435 or by paging the on 
call counselor at (877)924-0187so arrangements can be quickly made. 

The JMD EAP stands ready to offer assistance to employees and family members 
throughout the United States. Services are reliable, dependable and timely. Consider 
contacting the EAP whenever you have a need be it for marital counseling, special 
education advice or information and referral in general. 

WorkLife Services 

For a general overview of the breadth of Worklife options and opportunities, visit 
http.7/www.usdo|.gov/imd/ps/wlbasics.html . Some of the Divisions within the 
Department offer their employees an additional service to obtain social service 
information, through a contractor, who will research information as requested by 
employees in need of supporting their family members. The current contract is with 
LifeCare, Inc., and they offer expert guidance, personalized referrals, helpful educational 
materials, and interactive web tools to assist with: 


• Child Care & Parenting -Care options, centers, in-home care, child safety, 
parenting resources, backup care, etc. 

• Pregnancy & Adoption -Prenatal care, birthing options, breastfeeding, domestic 
and international adoption resources, raising adopted children, etc 


• Education -Pre-K to college, financial aid, scholarships, homework resources, 
etc. 

• Financial & Legal Issues -Budgeting, retirement, investments, education 
financing, legal issues, wills, etc. 


• Adult Care & Aging -Short - and long-term care options, caregiving resources, 
retirement, senior health & safety, grief & bereavement, etc. 


Special Needs -Programs, schools, and child care options for children with 

Ctlpfiol Clr/'K OP I Vi oh M rkfn I Af oiwril!»\«nl 
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LifeCare can assist with an employee’s life challenges: 


• Get expert guidance and helpful educational materials 

■ Request pre-screencd referrals to resources that meet your specific needs. 
LifeCare will help you find child care, adult care, schools and colleges, and other 
resources with confirmed availability 

• Log on to LifeCare's web site http://www.Iifecare.com/ to search for local 
providers and to access tips, checklists, in-depth info, webinars, and interactive 
tools 
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Request Prenatal, Child Safety, and Adult rw*> i/*iv +i ^ » * 

Prote -d infonna , ion . Limi * ;;z c :rx“r frce 

Utilize the Backup Care Connection (SM) program to plan ahead for 
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your regular care arrangements fail through n jo fr& 4 
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Helpful Websites 


Department of Justice (DOJ) Homepage - https://www.iustice.pov/ 

DOJ Organizational Chart - https://www.iustice.gov/agencies/chart 
DOJ Intranet - https://doinet.doi.gov/ 

DOJ Shuttle Bus Schedule - https://domet.doi.go v/peopleplacesoffices/shuttle.php 
Justice Federal Credit Union - https://www.ifcu.org/ 

National Finance Center (Department of Justice Payroll Provider) Employee Personnel Page - 
h ttps://www.nfc. us da.g ov/EPPS/index.asnx?RetumUrI=%2fp.pps°/n9f 

Office of Personnel Management (OPM) - The Federal Government’s Human Resources Agency - 
http://www.opm. pov 

1 Federal Forms ( Standard Forms, Optional Forms, OPM Forms, Forms Issued by the Retirement and 
Insurance, Federal Employees Group Life Insurance) - https://www.opm.gov/forms/ 

Thrift Savings Plan (TSP) Information and Forms - https://www.tsp.gov/ 

Internal Revenue Service Forms - http://www.irs.gov/formsnuhs/index.html 

Maryland Individual Income Tax (Forms) - 

httE. ://taxes.marylandtaxes.coni/lndividual Taxes/C,enera l Informatinn/Individual Tax „„d w,. 

uctions/Income Tax Forms/ 

Virginia Individual Income Tax Information (Forms) - 

htt p://www.tax.virgin ia.gov/forms/search/individual/Income~Tax 

District of Columbia Income Tax Infomtation (Forms) - http://otr.cfo.dc.aov/scmcc/individ„ a l.;-- 

tax-service-center 
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